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1. HASHAYEHHME ITPOT’PAMMBI

[TporpammHoe obecnieyenre «MoiiOduc CranpaptHbiii» (mamee — [I0 MouOduc)
MpeficTaBjsieT coOoi TMakeT OQUCHBIX TPWIOXKEeHUW, IpelHa3HAYeHHbIM [JI1 3JIeKTPOHHBIX
TEeKCTOBBIX, TAOJIMYHBIX JOKYMEHTOB U 0OMeHa COODOIIeHHSIMU ITOCPeICTBOM 3JIEKTPOHHOM MOYTHI.
[Tporpammuoe wuspenve «MoiOduc Cranpaptaeiii» (manee - [I0  «MoiOduc
CraHapTHBINY») NpeACTaBisieT co00i makeT OpUCHBIX NpuiiokeHWd. O6iacteio nnpumenenus 110
«MoitOdpuc CraHmapTHBIN»  SBIISETCS [1eITelbHOCTb KOMIIAHWA UM OpraHu3allid, Ipu
OCYIIIeCTBJIEHUM KOTOpPOM BO3HMKAaeT He0oOXOJWMOCTb WCIOJIb30BaHUSI OPUCHBIX TPUIOXKEHUN
(TekCcTOBOTrO M TAOJIMYHOIO PeJlaKTOPOB) M OOMeHa COOOIIeHUSIMUA TMOCPEeICTBOM 3JIeKTPOHHOM
IIOYTHI.
I[TIO «MouOduc CraHmapTHBIN» IpelHa3HAYeHO [iJig obecriedeHusi OpraHU3allid pPaboTh
COTPYIHUKOB IIPY MOMOIIIU CJIEAYIOUIHUX BO3MOXXHOCTEH:
1) paspaboTka 11abJI0HOB, COCTaBJeHHWE W TPOCMOTP JOKYMEHTOB, IUPKYJHPYIOIUX B
OpraHM3aIuy, [lepecbulaeMbIX KJIMeHTaM, [I0CTaBIIMKaM, APYTUM OpraHU3alusIM;

2) opraHuzanys email KOMMyHUKAIINM;

3) obecrieueHre WHGOPMAIIMOHHOW  0€30MAaCHOCTHM  OpraHMU3allikd, B TOM  4YMCIe
IIpeJIoTBpallieHye [I0Tepy WK yTeuyKd BaKHOU MHPOPMAIIWH.

I[TI0 «MoiiO¢uc CraHnapTHBIN» SBJISETCS 3alUIEeHHbIM [POTPaMMHBIM  Cpe/iCTBOM
06paboTku nHPOpPMaITUH.

[TO «MontOduc CtaHgapTHBIN» 0becliedrBaeT UHTETPUPOBAHHYIO Cpefly, IIpY COOII0IeHUN
CJIeIYIOIMX OrPAaHUYEeHUN U YCIIOBUM:

1) 3amperaercst ycraHaBIMBaTh OOHOBJIEHUS! MporpaMMHbIX KOMIOHeHT [10 «MoitOduc

CraHfapTHBIN», He TPOMIeNIINX CepTUDUKANKI0 (MHCIEKIMOHHBIM KOHTPOJb) U
MpOBEpKy  Ha  HaJlWyuMe  KOMIBIOTEPHBIX  BHUPYCOB  C  MCIOJIb30BaHUEM
cepTUUIIMPOBAHHBIX CPeJICTB aHTUBUPYCHOW 3alIUTHI;

2) pa3paboT4yuk aBTOMATU3UPOBAHHOU MM MHGOPMAIIMOHHON CHCTEMBI C yCTaHOBJIEHHBIM

IO «MoitOduc CraHmapTHBIM» 0 BBOJAa ee B 3KCIUIyaTaI[MI0 JOJDKEH 00ecrevyuThb
npoBepky 6eckoHbMKTHOTO (pyHkmoHupoBanus 110 «MoitOduc CranmapTHBIN» CO

cpenoi GyHKIIMOHUPOBAHUS.
1.1 DYHKIIUHN IPOTrPaMMBbI

I1O «MoitOduc CtanmapTHBINY peanusyeT ciieyrornue GyHKIINN:
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pa3pabotka mabioHoB (dopmar Xott), cocraBiieHWe M TMPOCMOTP JIOKYMEHTOB,
[IUPKYJIUPYIONIUX B OpraHU3alliHy;

co3maHue HOBOTO (IIyCTOro) JOKyMeHTa (TeKCTOBBIM M TaOMUYHBIM penaKTOPHl,
penaKkTop Mpe3eHTalum);

OTKpBITHE CYIIECTBYIOIIEr0 JAOKyMeHTa (TeKCTOBBIM W TAOIMYHBIA pPeJlaKTOPHI,
pefaKTop Mpe3eHTalui);

MIPOCMOTP U TIOKa3 Ipe3eHTaly (peJaKTop Mpe3eHTallii);

pellakTUpOBaHUe OTKPBITOTO (J1ajiee - TeKyIlero) JOKyMeHTa IyTeM BBOJIA, 3aMeHHI,
yAaJleHUs COIEP>KUMOTO JIOKYMeHTa C IpUMeHeHreM CTaHJapPTHBIX YCTPOUCTB BBO/JIA;
pellakTUpOBaHWe TeKylllero JIOKyMeHTa C IIpUMeHeHrWeM Oydepa ob6MeHa
OTlepaIlMOHHOMN CUCTEMBbI;

COXpaHeHHe JIOKyMeHTa (C BO3MOXXHOCTbIO TlepeMMeHOBAHMUSI), IKCIIOPT U UMIIOPT B
PasiIM4YHBIX popMaTax;

IIPOBepKa IIPaBOIMCaHUs (TeKCTOBBIA pe/lakTop);

MOJIJIep>KKa CTHIIel U IabI0HOB (TeKCTOBBINM PeIakTop);

paboTa c rpadukamMu U [uarpaMMaMu (TaOJIMYHBIN PeIaKTop);

paboTa ¢ MakpocaMu (TEeKCTOBBIN pPeJlakTop);

paboTa ¢ 0b61UM JOCTYIIOM (TEeKCTOBBIM U TaOJIUYHBINA PeaKTOPHI);

BCTaBKa U peJlakTHUPOBaHUe N300paXKeHMUH (TeKCTOBBINA PelaKTop);

COPTUPOBKA ¥ GUIIbTPALIUS (TEKCTOBBIM M TaOJIMYHBIN peJIaKTOPbI);

NOJiJIep>KKa BCTPOeHHBIX GOopMyil (TabJIMYHBIN pefakTop);

Mo/1JIepkKa COBMECTHOM paboThI Hafl IOKYMeHTOM (0TOOpakeHre UCITpaBieHuH) Mpy
MIOMOIIM peXXrMa pelleH3upoBaHus (peqakTop TeKCTOB);

aBTOMATUYECKOe COXPaHeHHe BHOCUMBIX MOJIb30BaTeieM U3MeHeHH (C UHTepBaioM
5 MUHYT) ¥ Nlepejlada UX JPYTUM I0JIb30BaTEIsIM, pabOTAIOIUM C JIOKYMEHTOM;
CO3/1aHMe, pelaKTUpOBaHWe, NpPUKpeIlleHHe BJIOXKeHWM, OTIpaBKa 3JIeKTPOHHBIX
MTOYTOBBIX COODIIEHUM (ITOYTOBBIN KITUEHT);

XpaHeHHe, TPOCMOTpP, TOUCK IOJIy4eHHbIX, OTIIPaBJIeHHbIX, APXHWBUPOBAHHBIX,
COXPAHEHHBbIX KaK YepHOBUK JJIEKTPOHHBIX IIOYTOBBIX COOOIIEeHHUN (TIOYTOBBIN
KJIMEHT);

CO3[laHue, XpaHeHHe, MOUCK U yNpaBjieHhe KOHTAaKTHOM MHGOpMaIlied B aJipeCHOU

KHUTe (TIOYTOBBIM KIIMEHT);
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— TOJKJIIOYEHHe Yy4YeTHBIX 3allMCel 3JIeKTPOHHOW IIOYThl CTOPOHHHX CEepPBHCOB
(MTOYTOBBIN KIIMEHT);

— TOJKJIOYeHHe YYeTHbIX 3aluceid 3JIeKTPOHHOW IOYThI CO  CTAaHJApPTHBIMHU
HACTpPOWKaMH MoAKIfoYeHus 110 mpoTokory IMAP/SMTP (odTOBBINM KITHEHT);

—  IUIAHMpOBaHMe PabOTHI U B3aUMOJIeMCTBUS 110JIb30BaTelel IIpY IIOMOIIY NHTerpalun
IIepCOHAJIbHBIX KajleHaape! (II0YTOBBIM KJIKMeHT) 110 npoTokony CalDAYV;

— nobasiieHue GopMyil Ha si3bike pa3meTku LaTeX (TeKCTOBBIN peakTop);

—  3amwMTa JOKyMeHTa IapoJieM (TeKCTOBBIM U TaOIMYHBIA PeIJaKTOPbI);

—  3allliTa COAEP>KUMOI0 OT U3MEeHEeHUH (TeKCTOBBIM pelaKTop);

—  CO3J/laHHe CBOJIHBIX TabyuIl (TaOIUYHBINA pelakTop).

Hns  ¢ynkumonupoBanusi  I[I0  «MoiOduc  CraHpmapTHbIi»  He  TpeOyroTCs
aIMUHHCTPATHUBHbIE WJIM WHbIE paclIMpeHHble NMpUBWIerdd. Takum obpa3oM, GyHKIIMOHUPOBAHUE
MeXaHM3MOB, BBITIOJIHSIONIMX JUCKPEITMOHHOe U MaHJJaTHOe pa3rpaHUyYeHUsl JOCTYIa (BCTPOEHHBIX
B cpeny (YHKIMOHUPOBAHUS WM HaJOXeHHbIX), obecredrBaeT HeoOXOAMMOe HafejleHue
MPOIIECCOB, CeTeBbIX COelWHEeHUWH U GailyIoB COOTBETCTBYIOIIMMU aTpUOyTaMU C Y4eToM

IIOJIHOMOYMH T10J1b30BaTesIs U MaH/IaTHOTO YPOBHS CeaHca.
1.2 Orpannuenus Ha ¢opMmart PaiiioB

Pasperiennble Ha OTKpeITME U coxpaHeHue ¢opMmatbel daisioB B [I0 «MoiOduc

CranfapTHBINY NpUBefeHbl B Tabmuile Hke (cM. Tabmura 1).

Tabnuna 1 - Pa3spemeHHble Ha OTKpbITHe U coxpaHeHue d¢opmatsl ¢aiinos B IIO

«MoitO¢uc CrtangapTHBII»

HaunmeHoBaHue dopmarsl, pa3pelieHHbIe Ha dopmarsl, pa3pelieHHbIe Ha
pemakTopa OTKpBITHE COXpaHeHHe

Tekcrosiit peiaktop | DOCX, XODT, ODT, TXT, DOC, | Coxpanerue: DOCX, XODT,
DOCM, RTF, MHT, MHTML, ODT

HTML, HTM, XHTML, XOTT
Okcnopt: PDF, PDF/A1, TXT,

RTF

labnonsr: XOTT
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Coxpanenne: XSLX, XODS,

TabnuuHbIi XLSX, XODS, ODS, CSV, TSV,
peNaKkTop TAB, SCSV, TXT, XLS, XLsM, | OPS
XOTS
Okcnopt: PDF, PDF/A1, CSV,
TSV, TAB, SCSV, TXT
Ia6monbr: XOTS
PefiakTop ODP, OTP, SXI, PPTX, POTX, Coxparenne: ODP, OTP, FODP,
npesenramuit | POTM, PPT, DPS, PPTM, PpsX, | UOP. PPTX, PPSX, POTX, PPT,

KEY, CWK, SVG, SVGZ, SDD

PPS, POT, PPTX, PPSX, POTX,
PPTM

Jkcnopt: PDF (8 T.4. PDF/A-1B,
PDF/A-2B, PDF/A-3B), HTML,
HTM, XHTML, BMP, EMF,
EPS, GIF, JPG, JPEG, JFIF, JIF,
JPE, PNG, SVG, SVGZ, TIF,
TIFF, WMF

1.3

OrpanuyeHus Ha HMeHa (aiJIoOB M NaNoOK

B nmenax ¢aiisioB ¥ nmamnok He J0MyCKaeTcs yroTpebieHue:

1) uMeHH «...»;

2) HMEH, KOTOPpbIe HAYHUHAIOTCA WX 3dKdHYHUBAIOTCA HpO6€JIOM;

3) HMeH, B KOTOPBIX IIPUCYTCTBYIOT CIIelICHMMBOJIbL (Ta6YJ'I$II_II/I$I, nepexo Ha HOBYIO CTPOKY

U T.IL.);

4) wMeH, cofiepXKaliX CUMBOJIBI «/» U «\».




8
502220-29144487-2016-01 31

2. YCJIOBUS ITPUMEHEHUSA

CucremHble TpeboBaHMs, a Takxe 10, Heobxoaumoe s pynkimonuposanus [10 «MoinOduc
CraHapTHBINY, TIPEJICTaBIIeHbI B ciieytomnied Tadbmmre (2.1).

Tabmuma 2.1. MuanmainbHble cucteMHble TpeboBanus [10 «MounOduc CTanaapTHBIN

ITapametp XapakKkTepHCTHKH
ITponeccop B coorBercTBUM C TpebOBaHUSMH YCTAHOBJIEHHOM OIlepallMOHHON
CUCTeMbI
OnepaTuBHas IaMITh He menee 2 I'6

uckoBoe nipoctpanctBo | He menee 3 I'6, pekomengyercs 5 I'6

Bupeokapra HHurerpupoBanHas
Oo6r1ee nporpamMmHoe | — Microsoft Windows 10;
obecrnieyenue — Microsoft Windows 11;

— Astra Linux Special Edition 1.6;

— Astra Linux Special Edition 1.7;

— Astra Linux Common Edition pesu3 «Open» 2.12;

— Aust 8 CII «Paboyas crauiusay;

— Aunbtr Pabouas crannus 9.2/K 9.2 (64-pa3psiiHas Bepcusi);

— Aunbt Pabouas crannus 10.0/K 10.0 (64-pa3psiiHas Bepcus);

— Anbr O6paszosanue 9.2 u 10.0 (64-pa3psimHast Bepcus);

— PEJI OC 7.3 MYPOM, kondurypanus «Pabouas crannus» (64-

paspsiiHast Bepcus).
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3. OIIMCAHME 3AJJAYU

«MonOduc CraHgapTHBI» — TPOAYKT MJis paboTbl € OPUCHBIMU  IIPUJIOKEHUSIMU
B IOCYZAapCTBEHHBIX OPTaHU3alMsIX U Ha KPYIIHBIX KOMMepYeCKUX MpeJIpPUsSTHSIX.
B cocraB mponaykTa BXOIAT Clleflylolllde IPWIOXeHHWs, I103BoJisolMe paboTarh
Ha OllepallMOHHBIX cucTeMax Windows, Linux u He TpefOyromive nogxkiodenus k Mareprery:
—  «Penakrop Tekcra» — pegakTop [1sl paboThI C TEeKCTOBBIMU JJOKyMeHTaMH, 00eCcrieyuBaroun

yn00HOe 1 OBICTpOe COo3/laHKe JOKYMEHTOB C MCII0JIb30BaHKEM I11abJI0HOB, CTUJIEH U CPeJICTB
¢popmaTHpOBaHUS TEKCTA;

— «Penmaktop Tabsvil» — pemakTop [Jisl TOCTPOEHUsl 3JIeKTPOHHBIX TabJauI] U BeJeHUs
SKOHOMHKO-CTAaTUCTUYECKUX PacueToB, IMOAJIeP>KUBAIOIINN paciipeHHbI Habop ¢opmyn
Y CPeJCTB Jijisi 00pabOTKY TaHHBIX;

— «PepakTop npeseHTanuii» — UHCTPyMeHTapui [JIs IPOCMOTPA, CO3[jaHus U pelaKTUPOBaHUS
rpapu4ecKux Ipe3eHTaluu;

—  «MoitOduc [Toutay — nmpusioxkeHue AJis OpraHU3allMy U BeJleHWsl BHYTPeHHel M BHeIlTHel
MIePeruCKy 110 3JIeKTPOHHOM M0YTe;

—  «MonOduc Kanenmapp» — mnpuioxeHwe [JIsi COCTaBJIeHUS PaClMCaHHS MepOIIpUSTHI
Y TJIaHUPOBaHUS pab0YMX MPOIIeCCOB;

—  «MoitOduc KonTakTel» — TNpuioxeHue [jisi XpaHeHUs], YIPaBJIeHUS U CHUHXPOHU3AIUU
a/ipeCHOM KHUTH TI0JTb30BaTeJIsl.

Crpykrypa I10 «MoitOduc CtanaapTHBIN» IpeJicTaBIeHa JByMs 6a30BbIMU IIPOTPAMMHBIMU
mopyismMu «MoitOduc CranmaptHbii» [JokymenTsl u « MoitOduc Cranmaptabii» [loura. B cocras
6azoBoro mopyinsa «MorOduc CrangapTHe» J[OKYMeHTBbl BXOAST TPU HOAMOAYJISL: TeKCTOBBIN
penakTtop, Penmaktop Tabmuil u Penaktop mpesentarnuii. B cocraB 6a3oBoro mopmyns «MounOduc
Cranpaptabiii» Ilodrta BXOmST TpW MOAMOAYJS: TOYTOBbIM kiaveHT, Kamenpmapp w1 KoHTaKThI.
Kaxapbiit 6a30BbIi MOJTYJTb Pa3BOPAYMBAETCS U3 OTAEILHOTO YCTaHOBOYHOTO (aia.

Cxema ctpykTtypsl [10 «MoiOduc CranmapTHeii» npeficTaBiieHa HKe (cM. Pucynok 1):
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MonOduc

CTaHAapTHbIA

BasosbIit Mogynb
MonOdpumc
[loKyMeHTbI

Basoseblii Moaynb
MonOdmc MouTta

TeKcToBbI PepakTtop Pepaktop MouToBbIN
pepakTop Tabnuu npeseHTaLmit KIMeHT

w

e
)\

Kanenpapb KoHTakTb!

Pucynok 1 - Cxema ctpyktypsl [10 «MoitOduc CtarmapTHbI»

3.1 OcnoBHbIe pynkiun «MoiOduc Crtangaptabiii» PegakTop Tekcra

DyHKIMA IInardopma

PyHKIMOHAILHBIE 0CO0HHOCTH
Oo1ee

YcraHoBka 1 0OHOBJIEHUE Windows/Linux

[TomnepxuBaemMbie BO3BMOKHOCTH:

MaccoBasi yCTaHOBKa ¥ OOHOBJIEHUE;

aBTOMAaTHWYecKasi YCTaHOBKAa OOHOBIIEHHUH B GOHOBOM
pexvMe;

«THUXO0e» OOHOBJIeHUE;

yCTaHOBKA J|JIsl BCeX MOJIb30BaTesiel yCTPOMCTBa

HHTerpanroHHbIe Windows/Linux
BO3MOKHOCTHA

[TonnepxvBaemMble BO3MOXXHOCTH:

IMaJIOT BBOJA JIAaHHBIX IS aBTOPU3AIUU 110 IIPOTOKOILY
WebDAV;

NIO/IJIEP)KKA OTKPBITUS W peflakTUpOBaHUs (GalloB I10
npotokoiry WebDAV;;

APl - nporpammHBI  MHTepdelC  yIpaBileHus
HAaCTOJIbHBIM pPeJJaKTOPOM

S3bIKOBas mogepXxKa Windows/Linux

[TonnepxruBaeMble BOZMOXKHOCTH:
JIOKAJTM3allMM Ha PYCCKOM, aHTJIMHUCKOM, PPaHITy3CKOM,
TAaTApPCKOM U DAIIKMPCKOM $3bIKaX;
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DyHKIMA IInardopma PyHKIMOHATBHBIE 0CO0EHHOCTH
ajlanTaiys sApa pelakTOpOB i HKCIOJIb30BAaHHS BO
¢dpaskos3biuHbIX  cTpaHax: @pannusa, [P Konro,
KamepyHn, bypynamn, Mapokko

PopMatbl IOKYMEHTOB Windows/Linux | ITopnepsxriBaemble BO3MOXKHOCTHU:
otkpeiTre ¢aiioB B ¢popmarax XODT, XOTT, DOCX,
DOC, ODT, RTF, TXT;
otkpeiTiie JokymMeHToB DOC B ¢dopmaTe IBOMYHOTO
daityia Word 95;
coxpanenue ¢ainioB B popmatax XODT, DOCX, ODT;
skcriopT ¢aiioB B ¢opmarel XOTT, TXT, PDF/A-1,
PDF;
OTKPbITHe JOKyMeHTOB B dopmaTte OpenDocument 1.3
[Topnep>xka quciuieeB Windows/Linux | IlognepskriBaembie BO3MOKHOCTH:
MpPOJIUCTHIBAHWE  JIOKYMEHTOB  HAa  YCTPOMCTBax
C CEeHCOPHBIM 3KPaHOM;
MIPOCMOTP JIOKYMEHTa B MOJTHOKPAHHOM pexxume
Pabora c okymMeHTOM Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:
OTKPBITHE JJOKyMeHTa B IPYTOM IPUJIOXKEeHUH;
naHesb ucropuu Oydepa oomMeHa;
koMaHAa «OTKpPBITh B NPUJIOXKEHU», BBIIIOJIHEHHAsl U3
npunoxenus «MoirOduc JlokymMeHTb»;
Windows paboTa ¢ JoOKyMeHTaM{ B OOIIMX IalKax 110 IPOTOKOIY
SMB
Pabora c 3amumenasiMu | Windows/Linux | [lognep)krBaemble BO3MOXHOCTH*:
JIOKyMEeHTaMu OTKpBITWE  3alUIIeHHBbIX C  [IOMOIIbI0  MApOJIs
IIOKYMEHTOB;
yCTaHOBKA IApOJIsi HA JIOKYMEHT;
v3MeHeHHe TapoJls;
yZiaJieHue 1apoJis;
pabora ¢ 3aiuieHHbIME aposieM gokyMeHTamu DOC B
nsonyHoM ¢opmate Word 97-2003: mpoBepka mapos,
yCTaHOBKA MAapoJisl, CHSITHE TMapoJisi, pellakTUPOBaHUe U
OKCIIOPT C COXpPaHeHWeM IMapoJist
*na nokymenToB B popmarax DOCX, XODT
IlogroroBKa qOKyMeHTa
Pabora c mabmonamu Windows/Linux | [lonnep>xrBaeMble BO3MOXHOCTH:
pabora c mabnonamu B popmate XOTT;
co3/1aHue HOBOT'O JIOKyMeHTa Ha OCHOBe
CYIIECTBYIOIIEro MabIoHa;
BO3MO>KHOCTb COXPaHHUTh (Haiil Kak I11abJioH;
3aMeHa 6a30Boro 1M1abJI0HAa HOBOTO JJOKYMeHTa
[Tonnepxxka crunen Windows/Linux | [lonnepxrBaeMble BO3MOXHOCTH:

JOKYMEHTd

nojiiepykka GUKCUpPOBaHHOTO Habopa
MIpelyCTaHOBJIeHHBIX CTHJICH;
CO3JIaHHe HOBOI'O CTHJIS;

OOHOBJIEHHE CTHJIS;

yAadjieHne CTHUJId TeKCTa
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IInardopma
Windows/Linux

DyHKIIMOHAJIILHEIE 0CO0EHHOCTH
[TonnepxrBaeMble BO3MOXXHOCTH:
oToOpa)keHMe pa3Mepa U OPUEHTAalluM  CTpaHUIIbI,
pasfiesieHus] CTPAHMI] U CeKIIUW TeKCTa;
H“3MeHeHne OpUEeHTalluU CTPAHMUIIbL: KHMDKHAst
(BepTuKanbHasi) ¥ aibOOMHas (TOpPHU30HTaIbHAS);
n3MeHeHue pa3mepa crpanuibl: US Letter, US Legal, AO,
Al, A2, A3, A4, A5, A6, B4, B5, Folio, Executive;
BCTaBKa pa3pbIBa CTPAHMII;
U3MeHeHMe OTCTYIIOB I0JIeH;
NOJJIep>KKa FTOPU30HTAIbHOM U BePTUKAJIbHOM JINHEEeK;
OoTOOpaXkeHHWe U CKPbITHe JIMHENKY;
BCTaBKa pa3pbIBa pa3zieina;
M3MeHeHre HAaCTPOeK CTPAHMIIbI JIJIsl TeKYIIero pasjesna
JIOKyMeHTa

Hywmeparnus crpanuig

Windows/Linux

[Tonnep>xruBaemMble BOBMOXKHOCTH:

oTobpakeHWe HyMepalliy CTPaHUI] IOKyMeHTa;

BbIOOD dopmara, MO3UIIMK U BbIDABHUBAHUSI HyMepalluu
CTPaHHUL;

HyMepaIys CO BTOPOM CTPaHUIIbI;

HyMepalysl CTPaHUI] C YKa3aHHOI'0 HoMepa

Pabora ¢ kosoHTHTYIaMU

Windows/Linux

HO)II[ep)KI/IBaeMbIe BO3MOJ>XHOCTH.
OTOGp&)KEHI/Ie BepXHHX U HUXKHUX KOJIOHTHUTYJIOB,
BCTdBKd U peIdKTHPOBdAHHWE KOJIOHTUTYJIOB

Hacrpotika
MeX/1yCTPOYHOI'O
VHTepBaja

Windows/Linux

[TopnepkuBaeMbie BO3MOXKHOCTH:

aBTOMAaTHYeCcKoe ompejieyieHHe MeXTyCTPOYHbIX
WHTEpBaJIOB [IJI1 JOKYMEHTOB, CO3JJaHHbIX B JIPYTHUX
peIaKTopax;

YCTaHOBKA MEXJIyCTPOYHOTO HWHTepBaja: OJWHApPHBIH,
«1,15», oIy TOPHBIH, IBOWHOU;

yCTaHOBKA IMPOW3BOJILHOTO 3HAYEHHUsI MEXIyCTPOYHOTO
HWHTEepBaJa;

W3MeHeHHWe  CBOMCTB  pa3Mepa  MEXIyCTPOYHOTO
HMHTEepBaJia: TOYHO, MUHUMYM U MHOXHUTEJTb

[pudTthr

Windows/Linux

[Tonnep>xruBaemMbie BOZMOXKHOCTH:

ojjiep>kka ~ paboThl €O BCeMH  LIPUPTaAMH,
yCTAaHOBJIEHHBIMU Ha KOMIIbIOTepe M0JIb30BaTelis, B TOM
gucie: TrueType fonts (TTF) wu TrueType collections
(TTC), CFF, WOFF, OpenType fonts (OTF, ob6a
BapHaHTa TrueType u Bepcuu CFF)
u OpenType collections (OTC), Type 1 (PFA u PFB),
CID-keyedType 1, SFNT-basedbitmap, XI11 PCEF,
Windows FNT, BDF (Bkitouas crinaxkensnie), PFR, Type
42 (orpaHd4eHHasl MOAJIePXKKa);

noayepxxka mipudptoB XO Fonts: XO Caliburn, XO
Courser, XO Thames, XO Tahion, XO Oriel, XO Windy,
XO Symbol, XO Oriel Condensed;

noanepxka mpudto PT Astra Sans, PT Astra Serif;
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DyHKIMA IInardopma PyHKIMOHATBHBIE 0CO0EHHOCTH

BbIOOp mipudTa, pasmepa ImpudTa U HAYEPTAHUS:
IIOJTy>KUPHBIM, KYPCHUB, IONYEPKHYTBHIM, 3a4epKHYTHIH,
MOACTPOYHBIN, HAZICTPOYHBIN;
VM3MeHeHHe WHTepBaja MeX]y 3HakaMH B TpeX
BapuaHTax (OPMaTHUPOBAHUS: Pa3PEXKEHHbINA, CHXKATbIN
Y HOPMAaJIbHBIM;
¢popmaTtupoBaHue TeKCTa B cTuie «Bce nponucHbiey

[TonnepxuBaemble Windows/Linux | OTobpakeHre U CKpbITHE HelledyaTaeMblX CHMBOJIOB!

CHUMBOJIBI npo6es, cMMBON TaOyJdllMy, CHMBOJI KOHIIA ab3ara,
CUMBOJI pa3pblBa CTPAHMIIBI, CUMBOJI pa3pblBa pasjesia
Y pa3pbiBa CTPOKU

dopMartrpoBaHue Windows/Linux | ITopnepsxriBaembie BO3MOXXHOCTH:

COJIepXKUMOTO BBIOOD CTHIIsS ab3ala;
BBIOOP 11BeTa TeKCTa U I1BeTa 3aJIMBKH;
BbIpaBHMBaHUe ab3arleB — 110 JIEBOMY U [IPaBOMY Kpalo,
L[eHTPY, LIMPUHE JINCTA;
KOIIMPOBaHKe Y BCTaBKa (pOPMaTUPOBAHHOT'O TEKCTa;
BCTaBKa B JIOKYMeHT TeKyIllel JaTbl U BDeMeHUY;
04rCTKa GOPMATUPOBAHUS;
KOIIMPOBaHWE W BCTaBKAa TeKCTa M3 BHEIIHUX
NPUIOXKEHWA  C  COXpaHEeHHWeM  OpPWUTMHAJIbHOTO
¢popmaTtupoBaHus;
BCTaBKa TeKCTa 6e3 popMaTUpPOBaHNUS;
BO3MOXXHOCTb yDOpaTh IPOMEXYTOK Mexay abzalamu,
0T$OPMATUPOBAHHBIMU OJIHUM CTUJIEM;
aBTOMaTh4yeckoe ¢$opMaTHpOBaHWe 3HaKa AepHuC Kak
THpe

@PopmMar 1o obpasity Windows/Linux | IlognepsxuBaembie BO3MOKHOCTHU:
dopmaTrpoBaHue o 06pasiy;
dopmaTrpoBaHue 0 00pa3Iy Jijist ab3ares;
dopmaTrpoBaHue 1o 00Opasily sl siYeeK, ecjid OHU He
cozep>xat GpopMyJl WIHA YUCeJT;
MIpUMeHeHre CKOTMPOBAHHOTO CTUJIS1 GOPMaTUPOBAHUS K
HECKOJIbKUM 00BeKTaM 110 0Yepeliy;
COXpaHeHHWe  HWCTOPUM  Ollepalldid  INpHUMeHeHUs]
«KHACTOYKINY

Pabora co cnuckamu Windows/Linux | [lonnep>xrBaeMble BO3MOXHOCTH:

CO3/1aHHe MapKHUPOBAHHBIX M HYMEPOBAHHBIX CITUCKOB;
cO37JaHMe HyMepOBaHHbBIX CIIMCKOB B ¢popmare 1.1.1.;
aBTOMAaTHYecKoe CO3JJaHHe CIIHCKa;

[IPO/IOJDKEHWe CIIMCKAa [P BBOJle B Hadaje CTPOKHU
CJIeJIyI0IIIero Mo MOPSIKY 3HaYeHUs;

oObeJUHeHWe JIByX CIMCKOB B Pa3HbIX  MeCTaX
NOKYMeHTa [yisi TPOJAOJDKEHHsl BTOPBIM  CIIMCKOM
HyMepaluy I1epBOoro;

CO3[laHMe HyMepOBaHHBIX CIIMCKOB C KWPWUIMYeCKUMU
CUMBOJIaMU IIPU  MCIIO/Ib30BAHUM IIPUJIOKEHUS Ha
pycckom sizbike: 1)a)i)u a)1)i)
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IInardopma
Windows/Linux

DyHKIIMOHAJIILHEIE 0CO0EHHOCTH
[Tonnep>xruBaemMble BO3MOXXHOCTH:
BCTaBKa U PeJIaKTUPOBaHUE TUTIePCCHUIOK;
aBTOMAaTH4YecKoe dbopmarrpoBaHre CCBIJIOK
Y DJIEKTPOHHBIX aJJPeCOB KaK TUIIePCCHUIOK

Pabora co cHockaMu

Windows/Linux

[TonnepxuBaemMble BO3MOXKHOCTH:

MOJIJIEPXKKA TTOCTPAHUYHBIX CHOCOK JIJIsi JOKYMEHTOB B
¢dopmatax DOC, DOCX, ODT, XODT, RTF u ODF;
co3/1aHue, peJJakTHPOBaHKe, GpopMaTUPOBaHUE

Y yIajieHre MOCTPAHUYIHBIX CHOCOK;

1epexo]i OT 30HbI CHOCKH K ee TeKCTY

Pabora c n3obpakeHusmu

Windows/Linux

[Topep:kuBaeMbie BO3MOXKHOCTH:

oToOpakeHHe U300pakeHuH;

nognepxxka popmaroB PNG, JPG, JPEG, JPE, EMF;
BCTaBKa U y/iaJieHHe N300pakeHUH;

MOAJIep>KKa  OMIIMM  «KOMHMPOBAaTh» U «BBIPE3aTb»
r3obpaxxeHue;

M3MeHeHre pa3Mepa U300paKeHUH;

oOTexkaHrWe H300paKeHUH TEeKCTOM CO CJIefyIOLUMU
CBOMCTBAMU: B TEKCTe, BOKPYT PpaMKHU, CBepXy U CHHU3Y, 3a
TEKCTOM U TiepeJ TeKCTOM;

nepeMeliieHe  M300pakeHWM B JIOKyMeHTe  JIeBOM
KJIaBUIIIeM MBIIIIH;

KOMMPOBAaHWE M  BCTaBKa H300paXeHUM  Mexmy
JIOKAJIbHBIMH JIOKYMEHTaMHU;

BCTaBKa  paHee  CKOINMPOBAaHHOTO B  Opay3epe
n“300pakeHus;

oToOpakeHWe M300pakeHWM, pa3BEpPHYTHIX MO YIJIOM
OTHOCUTEJILHO SIKOPHOU TOYKHY;

To/IJTIep>kKa 00pe3aHHbIX N300pakeHU

Pa6ora c purypamu

Windows/Linux

[TonnepxruBaemMble BOBMOXXHOCTH:

Io/iJiepKKa (PUTyp B JOKYMEHTaX;

BKJIaJika PUTyphl Ha NTaHeIU UHCTPYMEHTOB;
BO3MOXXHOCTb  BBIIeJIUTb, KOIIMPOBaTb, BbIpe3arh,
BCTaBUTb QUTYPY;

V3MeHeHHe pa3Mepa U IPOIOpIUU PUTyPHI;

M3MeHeHVe PacIlOJIOXKeHUs B JIOKYMeHTe;

ynaneHue GpUrypsr;

BBIOOD CBOMCTBA 0OTeKaHHs TeKCTa /1Jisi GUTYPHI;
oTobOpakeHNe JIMHUH;

BCTaBKa TEKCTOBOI'O IOJIS;

BO3MO)XHOCTb BCTaBKH, pellakTUPOBaHUS U
¢popmaTHUpoBaHUs TEKCTA B PUIYPe;

nopanepxka ¢puryp B popmare VML;

MojiJiep>kKa PUIyp, paaMep KOTOPBIX 3aBUCHT OT IIMPUHBI
TeKCTa B HUX

Pabora ¢ Tabmumamu B
TeKCTe

Windows/Linux

HOI[,Hep)KI/IBaEMI)Ie BO3MOXXHOCTH.
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IInardopma

DyHKIIMOHAJIILHEIE 0CO0EHHOCTH
oToOpakeHWe TabuIl, OOBEAMHEHHBIX S4YEeK, IBETOB
Y BePTUKAJIbHOTO BBIPABHUBAHUS B UMITIOPTUPOBAHHBIX
TIOKyMEHTaX;
nobaBiieHye U yAaieHre TabauIlbl 1I0060ro pa3amepa;
nobaBiieHre U yaJleHre CTOJIOIOB U CTPOK;
o0BeIMHeHre U pa3beJUHeHNe STYeek;

HM3MeHeHre pa3Mepa S9eek;

BbIJIeJIeHUe CTOJIOIA WA CTPOKHU IeTUKOM;

OTMEeHa BbIJIeJIeHHUS;

MOJIJIEPXKKA  Ofepanuii  «KOIHPOBATh», «BbIPe3aTby»
U «BCTABUTb» IJIS JHAIa30HOB SYeeK;

M3MeHeHHe IIBeTa 3aJIMBKU SYeeK;

pPeIaKTHPOBaHKE TEKCTA B TaO/IHIIE;

BepTHKaJIbHOE BLIDABHUBAHWE TEKCTa B S4Yeiike WIH
B JIMaria30He siueeK: 10 BepXHeMY Kpalo, 110 IeHTPY U 10
HIKHEMY Kparo;

FOPH30HTAJIbHOE BBIPABHHMBAHHE TEKCTa B siuedKe WU
B JIMaria30He s9eeK: IO JIeBOMY Kpaio, MO IIeHTPY, IO
MIpaBOMY Kparo, 10 IIHUPHUHE;

¢dbopMaTrpoBaHUe IPAHUI] TIYEUKH WK JUAMa30Ha TIeeK:
BCe IPaHMITbI, HET TPAHUII, TOJICThIe BHEIITHHE TPAaHUIIH;
NOJIJIep)KKa JuaroHajel B ssuerkax TabJIvIIbl;
M3MeHeHre Pa3MepOB HECKOIbKUX CTPOK WA

CTOJIOITOB OJTHOBPEMEHHO;

HM3MeHeHHe pa3Mepa HECKOJIbKUX CTONOIIOB
OJTHOBPEMEHHO;

BbIZIeJIeHHe TaOIUIIbl [eJIUKOM;

0TOOpakeHye MOBTOPSIONTUXCS 3aT0JIOBKOB TaOJTHTIBI

[Tommeprkka MakKpOKOMaH]T

Windows/Linux

[Tonnep>xuBaeMbie BO3MOXXHOCTH:

Mo/1JIep>kKa MaKpPOKOMaH/I Ha s13bIKe IPOrPaMMHUPOBAHUS
Lua;

oTiepaIvy C MAaKPOKOMaHJIaMU: CO3/1aTh, IepeUMEeHOBaTh,
yYAQIATDb, PeIAKTUPOBATh U BBIIIOJTHUTD;

XpaHeHHe MaKpOKOMaH/I B JIOKYMeHTe;

HOBBIe MeTO/IbI [iJIs1 PabOTHI C siueikaMu

HOBbIe MeTO/bl [IJIi  JIOCTYNla K  COAEPKUMOMY
KOJIJIeKITUH;

Mojijiep>kka  CUMBOJIA ~ OJJMHAPDHOM  KaBBIYKU B
MaKpOKOMaH/IaX;

aBTOMaTHYecKoe ornpejiesieHre dpopMaTa 3aliCH JIAHHBIX
B YEUKY;

paboTa ¢ HyMepOBaHHBIMU CITUCKaMU;

paboTa B peXkume 3aMKUCU U3MEHEeHUH;

paboTa C KOMMeHTapHsIMU;

pabora co cBoicTBaMu Iaparpada B siueiike;
BO3MOJXHOCTb TIOJIYYUTh YUCJIOBOE 3HAa4YeHue JIF000M
STYeHKH;

paboTa ¢ pa3pbIBaMH Pa3/iesioB JJOKYMEHTa;
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IInardopma

DyHKIIMOHAJIILHEIE 0CO0EHHOCTH
paboTa ¢ opreHTalel CTPaHHIl ¥ Pa3fielioB IOKYMEHTa;
MeTO/I IS BbI30BA JIMAJIOTOBOI0 OKHA TIeYaTH peJlakTopa
111 BBLIOOpA HAaCTPOeK MevYaTh U OTIPABKU JJOKyMeHTa Ha
MIpUHTEP;
MeTo/ Uil BbIBOJa WHGMOPMAIIMOHHOTO COOOITEeHUs B
BHJIe TMAJIOTOBOr'0 OKHA

Bydep obmena

Windows/Linux

[Tompnep:xuBaeMbie BO3MOXKHOCTH:

XpaHeHHe JI0 JIecsiTh 00beKTOB (hparMeHTOB TeKCTa Uiu
Tabmmi) B Oydepe obMeHa jis JajbHEUIed BCTaBKUA B
JIOKYMEHT;

BBI30B OkHa Oydepa o6MeHa;

BBIOOP CKOITMPOBAHHOTO 00'bEKTa C IIOMOIIIbIO CTPeioueK
«BBepx» 1 « Buusy;

BBIOODP CKOIIMPOBAHHOI'O OOBEKTa;

MepekyiloueHre Mexay OKHoM Oydepa obmeHa u
JIOKyMEHTOM

Pabora

C TOKYMEHTOM

Ormnasnenue

Windows/Linux

[Tonnep>xruBaemMble BOBMOXXHOCTH:

CO3/1aHMe U yJjaJleHHe OIJIaBJIeHus;

HABUTAIMS 110 JIOKYMEHTY U3 OTJIaBJIeHMUs;
aBTOMaTh4Yeckoe OOHOBJIEHWEe OIVIABJIEHUSI B pexume
peanibHOTO BPeMeHH;

yTpaBJieHHe HacTporkaMu o0bekTa « CoieprkaHuey;
oToOpa’keHre HyMepOBaHHBIX 3aT0JIOBKOB

Pabora c 3axkimagkamu

Windows/Linux

[TopniepkuBaeMbie BO3MOXKHOCTH:
To/I/TIep KKa 3aKJIa/I0K;
BO3MO>KHOCTb BCTaBUTh 3aKJI3JIKY;
repexo]i MexX/y 3aKJaJIkaMHu;
yAaJieHhe 3aKJIafokK;
repeMeHOBaHNe 3aKJIa[KU

[Touck u 3amMeHa

Windows/Linux

[TonnepxuBaeMble BO3MOXKHOCTH:

IIOMCK CJIOB WX ¢ppa3 10 BCeMy JOKYMeHTY WJIM TOJIbKO
110 OCHOBHOMY TEKCTY;

TIOMCK C 3aMEeHOM, TaKXXe C y4eTOM perucrpa

[IpoBepka
opdorpaduu/myHKTyanuu

Windows/Linux

[Tonnep>xuBaeMble BO3MOXXHOCTH:

aBTOMaThyeckas IIpOoBepKa IIPAaBOIIMCAHUS TeKCTa Ha
PYCCKOM U aHIJIMMCKOM 43bIKaX;

IIPOBepKa I'paMMaTHKU [IJI PYCCKOTO S3bIKa;

oAAepsKKa [10JIb30BaTEJILCKOTO cJIoBaps C
BO3MO>KHOCTBIO JI00aBJIeHUs U ylaJleHusl CJIOB;

UMIIOPT CJIOBap4;

MO/ICKa3Ka BAapMaHTOB HMCIpaBiieHUs opdorpadpuieckux
OMMOOK

[IpaBku

Windows/Linux

OTMeHa MpaBOK 10 OJHOMY CHMBOJIy 3a mar (0ydep
«3armoMuHaeT» 50 MOCIeqHUX MIaroB)

Pexxum peneH3npoBaHUs

Windows/Linux

HOI[Hep)KI/IBHEMbIe BO3MOXXHOCTH:
BHECeHWe U3MeHEeHUM B OOKYMEHT;,
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IInardopma

PyHKIMOHATBHBIE 0CO0EHHOCTH
OoToOpakeHWe M3MeHeHUM B JIOKYMEHTaX B TpPeX BHJAX:
UCXOOHBIA TeKCT, IIOKa3blBaTb MW3MEHEeHUs U He
[I0Ka3bIBaTb U3MEeHeHus;

IiepeMellleHre MeXX/1y UCIIpaB/IeHUsIMY;

IIPUHATAEe WM OTKJIIOHeHHWe W3MeHeHUH Ui BCero
NOKyMeHTa WIA Ui KaXAOro U3MeHeHus II0
OT[IeJIbHOCTH;

oToOpakeHWe IIaHeJIM U3MEeHeHWM, Ha KOTOpOH
3alIMCBIBAIOTCSl M3MEHeHHsl U MX aBTOpBI: J00aBiieHue
TEKCTa, yJajeHue TeKCTa, (GOpMaTUpOBaHUEe TEeKCTa,
BCTaBKa U y/iajieHue N300paKeHuH;

yzajeHue TabynIibl B peXkuMe pelieH3MpPOBaHuUs;
oTobOpakeHWe MH(OPMALUA O JPYIUX II0JIb30BaTelsX,
OTKPBIBIIMX OOKYMEHT. HWMs, I[IBETOBad HWHAWKALIWA,
TI0JIOXKEHUe KypCopa;

0T06pa>KeHI/Ie W3MeHeHUlM, BHOCUMBIX B [IOKYMEHT, Y
BCeX [JpPYIHX IIOjib30BaTejledd, OTKPBIBIIMX  3TOT
JIOKYMEHT,

oToOpakeHWe y1aJleHHOI'O TEeKCTa;

IIpyUHATHE WM OTKJIOHEeHHe U3MEHEeHUH YaCTHUYHO,
BbIJIe/IMB HEO0XO/IMMYI0 00J1aCTh C U3MEeHeHUsIMU

CpaBHeHMe JJOKyMeHTOB

Windows/Linux

CpaBHeHMe [BYX BepcUM JJOKYyMeHTOB B <¢opMarax
XODT, DOCX u ODT

Pabora c koMMeHTapusmMu

Windows/Linux

[Tonnep>xruBaemMble BO3MOXXHOCTH:

oToOpakeHre KOMMEHTapHeB;

HaBUTaIMs 110 KOMMEHTapUsIM;

nobaBjieHNe U pelakTUPOBaHHe KOMMEeHTapHeB;
yZiajieHue KOMMeHTapHeB;

oToOpakeHWe  ayAUOKOMMEHTapueB, CO3JaHHBIX C
WCII0JIb30BaHKeM MOOMIIbHBIX NpriioxkeHUd MoiOduc;
BO3MO)XHOCTb BOCIIPOM3BECTH WJIM IIOCTaBUTh Ha Iay3y
ayIMOKOMMEeHTapUi;

mepexosl K HeoOXOOUMOMY MeCTy 3allUCH IIpU
BOCIIPOM3BeJIeHUY;

yJiajieHue ayIMOKOMMeHTapyeB

[Topnep>xxuBaembie
KJIaBUATypHbIe COYeTaHUs

Windows/Linux

[Tonnep>xuBaemble ropsiuvie KJIaBUIIH:

CTRL + N — co3znanue HOBOrO ¢aiina;

CTRL + O - otkpbITHe aiina;

CTRL + S — coxpanenue daiina;

CTRL + SHIFT + P — HacTpoiika napamMeTpoB CTPaHHUIIbI;
CTRL + P — neuaTh JOKyMeHTa;

HOME - nepeHoc yka3areJsi K Ha4ajly CTPOKY;

END — nepeHoc yka3areJist K KOHITy CTPOKH;

CTRL + RETURN/CTRL + ENTER — BcTaBka pa3pbiBa
CTpaHUIbI;

ALT + P — HyMepaniusi CTpaHHuII;

CTRL + K — BcTaBKa CCBUIKH;

CTRL + X/SHIFT + DELETE — dyHK1us «BbIpe3aThy;
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DyHKIIMOHAJIILHEIE 0CO0EHHOCTH
CTRL + V/SHIFT + INSERT - BcTaBka;
CTRL + C — xonupoBaHue;
SHIFT + HOME - Boigenenue Bcero TekCcTa OT
yKazaTeJisl 10 HadyaJjla CTPOKH;
SHIFT + END — BbIziesieHre BCero TeKCTa OT yKas3aTeJis
110 KOHIIa CTPOKY;
SHIFT + crpenka BmpaBo — BBIfIeIeHHME OT Kypcopa
BIIPABO;
SHIFT + cTpernka BiieBoO — BbiZieJIeHHE OT Kypcopa BIIeBO;
SHIFT + crpeisika BBepx — BbljieJieHHe OT Kypcopa /10
Havajla CTPOKHU + CTPOKa BBepX;
SHIFT + crpenka BHM3 — BbljleJieHHe OT Kypcopa M0
KOHIIA CTPOKH + CTPOKA BHU3;
CTRL + A — BblfiesieHHe BCETO COJIePKUMOTO;
CTRL + D — ormeHa BbIOOpa;
CTRL + crpesika BjleBO — Iepexoji K TMpeIblayIiemMy
CJIOBY;
CTRL + crpesika BHIpaBo — Iepexojl K CIeqyroIemMy
CJIOBY;
CTRL + crpenika BBepx — Iepexoj] K MpeIblayliemMy
abzany;
CTRL + crpesnka BHU3 — Ilepexoll K CllefyolieMy
abzany;
ALT + A — nobaBieHue CTPOKU BBEpPXY TaOJIUIIbI;
ALT + B — nobaBiieHrie CTPOKH CHU3Y TaOIMIIBL;
ALT + L — BcraBka cTonb11a ciieBa;
ALT + R — BcraBka cTosibiia cripaBa;
CTRL + ALT + R — ynanenue CTpoky;
CTRL + ALT + U — ynanenue cronbua;
ALT + SHIFT + T — ynanenuve Tabuiibi;
CTRL + ALT + M — o0LeguHeHue S4eek;
ALT + SHIFT + M — pa3beqiiHeHue sYeeK;
CTRL + 0 — ycranoBka ¢aktudeckoro pazmepa (100%);
F1 — BbI30B BCTPOEHHOM CIIPABKH 110 IIPUWIOXKEHUIO;
F2 — nepexop k pexxvMy pefaKTUPOBaHHUS COIEP>KUMOT0
STYEeUKHU,;
CTRL + L — BbIpaBHMBaHHMe 110 JIeBOMY Kpalo;
CTRL + E — BplpaBHMBaHUe 110 LIEHTPY;
CTRL + R — BelpaBHMBaHUe 110 IPaBOMY Kparlo;
CTRL + J — BelpaBHMBaHUe 110 IIUPHHE;
CTRL + Z — otmeHa;
CTRL + Y — noBTOp J1eHiCTBUS;
CTRL + SHIFT + C — konupoBanue $popMaTUPOBAHUS;
CTRL + SHIFT + V — dopmarupoBaHre BblieJIeHHOTO
TeKCTa 1o 06pasiry;
CTRL + B — npuMeHeHHe MOTY>KUPHOTO CTHIIS;
CTRL + I — npumMeHeHue KypcuUBa;
CTRL + U — npumMeHeHue MTOAYEPKHYTOTO CTHJIS;
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CTRL + SHIFT + S — npumeHeHre 3a4ePKHYTOTO CTUJIS;
CTRL + SHIFT + =- mnpuMeHeHMe HaJCTPOYHBIX
3HAKOB;
CTRL + = — npuMeHeHMe NOACTPOYHBIX 3HAKOB;
CTRL + SHIFT + A - npumenenme ctwis «Bce
MIPOTIMCHBIEY;
CTRL + F — nouck;
SHIFT + TAB — ymenblienue orcryna ab3ana;
TAB B suelike — nmepexo/i K CleAyrolen siueike;
CTRL + SHIFT + Z — BbI30B naHenu ucropuu 06ydepa
obMeHa;
CTRL + 3HAK MUHYC - ynanuts BIOpaHHYIO CTPOKY
WU cToiberr;
CTRL + F - aBroMaTH4ecKy 1epeBOAUT yKa3aTeslb BBOJIA
B niosie [lorcka. Eciu B mosie y>xe 661710 cofiepkuMoe, 0HO
OyZIeT BbljIeIeHO;
CTRL + / - maHenb DBbICTpBIX NIEMCTBUM [IJI1 BBI30BA
KOMaH/I C MCII0JIb30BaHHWEM KJIABUATYPhI

Pabora c

roTOBBIM (aiiyiom

CraTucTHKa IOKyMeHTa

Windows/Linux

OTtobpakeHne KOJMYeCTBa CTPaHHUI[ B JOKYMeEHTe,
HOMepa TeKyIeld CTPAHHUIIBl ¥ MacIiTaba JOKyMeHTa Ha
CTPOKe COCTOSIHUSI BHU3Y peJlakTopa

[Tommep:kka omoBeIIeHUH

Windows/Linux

OHOBEH_IEHI/IE IIpu Irepexoje I10 IIOTeHIaJIbHO
BPeIOHOCHBIM CCBIJIKaM

Hancrporiku

Windows/Linux

[Tonnep>xuBaeMble BO3MOXXHOCTH:

TOJIJIep>KKa HaJCTPOEK;

BO3MOXXHOCTb YCTaHAB/IMBaTb, OOHOBJISITh W YAAISTh
Ha[CTPOMKWU;

BO3MOXXHOCTb BKJIFOYaTh M BBIKJIIOYATh YCTAHOBJIEHHBIE
HaJ[CTPOMKWU;

oTobpakeHHe 110ip0OHOM UHPOPMAIIMU O HAJICTPOMKAX;
«TUXas» YCTAaHOBKA HAJ[CTPOEK

[TeuaTh OKyMeHTa

Windows/Linux

Windows

HOJIJIep)KI/IBaeMI)Ie BO3MOJXHOCTH:

OTITPaBKa Ha TevYaTh;

IIpeIBapUTELHBIN IIPOCMOTP IOKYMEeHTa,

HACTpOWKA IPOCMOTPa IOKyMeHTa: MO0 IIMpHHe, [0
pasMepy CTPaHHWIIbI, IO OJIHOM CTpaHUIle, IO Be
CTpaHMIIbI, BCE CTPAHMUIIbI;

BBIOOD MacITaba ¥ OpUeHTAIUK CTPAHUITHI;

HaABUTAIUSI MEX/Ty CTPAHUIIAMH;

BBIOOp JiMaTla30HA CTPAHMI] TIeYaTy U YMCila KOTIHH;
MeYaTh BCETrO JIOKyMEHTa, TeKyIleld CTPaHUIbl HIIH
BbIJIeJIeHHOM 00J1aCTH;

BLIOOp pa3Mepa Oymaru Jijist mevyaru;

ObICTpasi IevaTh;

BBIOOD YCTPOMCTBA MevYaTH;

MeYaTh YeTHBIX/HeYeTHBIX CTPAHHUII;

JIByCTOPOHHSIS MeYaTh;
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HAaCTpPOMKA MacIITabupoBaHus (110 pa3Mepy CTpPaHUIIHI,
10 IIUPUHE U T.J.);

pasbreHue 0 KOIHSIM;

mmevyaTb B OTTEHKaX Ceporo;

BBIOOp JiaTia30Ha CTPAHMII JIJIs TIeYaTH;

repexoJi K HACTPOMKaM MpUHTepa

OOMeH ToKyMeHTaMHu Windows/Linux | OTnpaBka JoKyMeHTa BJIOKEHHEM TI0 IOYTe C TIOMOIIIO
MIOYTOBOTO KJIMEeHTA, YCTAaHOBJIEHHOTO 10 YMOTYaHUIO

3.2 OcHoBHrble pyHkuu «MoitO¢uc Crangaptaeiii» Pegakrop Tad

PyHKIUA \ IInardopma P yHKIMOHAJILHBIE 0CO0eHHOCTH

Oomzee
YcraHoBka 1 0OHOBJIEHUE Windows/Linux [Topnep>xrBaeMble BO3MOXKHOCTH:
MacCcoBasl yCTaHOBKA U OOHOBJIEHUE;
aBTOMaTM4ecKass yCTAaHOBKA  OOHOBIIEHUU
B (POHOBOM pexume;
«THX0e» 0OHOBJIEHHUE;
yCTaHOBKA  [IJI1  BCeX I10JIb30BaTeJIer

YCTPOMCTBA
HHTerpanroHHbie Windows/Linux [Topnep>xuBaeMble BO3MOXXHOCTH:
BO3MOXKHOCTH JIAQJIOT BBOJIA JTAHHBIX JJI1 aBTOpPH3AIlMU 10
nporokoiry WebDAV;

MO/IJIepXKKAa OTKPBITAST W peJaKTUPOBAHUS
daitnioB o npoTtokoiry WebDAV;;

API — nporpamMMHBIN HHTepdEeNC yIpaBIIeHUs!
HACTOJIbHBIM PeIaKTOPOM

SI3pIKOBas MOJIJIepKKa Windows/Linux [Topnep>xrBaeMbie BO3MOXKHOCTU:
JIOKAJIM3allMM Ha PYCCKOM, aHIJIMMCKOM,
¢dbpaHIy3cKOM, TaTapCKOM U DAIIKUPCKOM
SI3BIKAX;

afanTanus syipa PellakTopoB ini i
HCIIO/Th30BaHUsI BO (PPAHKOSI3BIYHBIX CTPaHAX:
@®pannusi, 1P Kouro, KamepyHn, Bypynnwu,
Mapokko

dopMatsl JOKYMEeHTOB Windows/Linux [Tonnep:xrBaeMble BO3MOXHOCTH:

oTkpbITHe PaiinioB B popmarax XODS, XOTS,
XLSX, XLS, ODS, CSV, TSV, TAB, SCSV,
TXT;

OTKpbITHe pAokymeHTOB XLS B ¢opmare
neonyHoro darna Excel5.0/95 (BIFF5);
coxpaHeHue ¢aitioB B popmatax XODS, ODS,
XLSX;

akcropTt ¢ainoB B ¢opmarel XOTS, CSV,
TSV, TAB, SCSV, PDF, PDF/A-1;

OTKpBITHE JIOKyMEeHTOB B dopmate
OpenDocument 1.3;
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OKCIOPT JIMCTa JOKyMeHTa B ain B
dopmate TXT c pazmenurensmMu — 3HAKAMHU
TaOyJISIIIHI

[Tonnepxka gucruieen Windows/Linux ITponucTbiBaHMe TOKYMEHTOB Ha yCTPOMCTBAaX
C CEeHCOPHBIM 3KPaHOM

Pabora c nokymenTom Windows/Linux [TonnepxuBaemMble BO3MOXXHOCTH:
OTKpPBITHE JOKYMeHTa B IpYI'OM IIPUJI0)KeHUH;
NOJIJIep)KKa JIOKYMEHTOB, He COjlepKalux
BUIMMBIX JIUCTOB;
koMaHaa  «OTKpbITb B IPWIOXKEHUN»,
BBINIOJIHEHHas1 W3 TpuioxkeHus: «MouOduc

Windows JloKyMeHTBD»;

paboTa C JOKyMeHTaMy B OOLIMX IanKax IO
nporokosry SMB

Pabora ¢ 3ammmenHbiMd | Windows/Linux [TonnepxuBaemMble BOBMOXHOCTH*:

AOKYMEHTaMU1

OTKPBITHE 3aIUIIEHHBIX C TTOMOIIBIO MAPOJIs
JIOKYMEHTOB;

YCTAaHOBKaA MapoJisl Ha IOKYMEeHT;

yAajieHue 1apovis;

pabora C 3aIUIIeHHBIMA rapoJjiemMm
nokyMentamu XLS B pgBomyHom ¢opmare
Excel 97-2003 (BIFF8): mpoBepka mnapos,
yCTaHOBKa apots, CHATHE apoJis,
pefaKTApOBaHUWE U 3KCIOPT C COXpaHEeHUeM
apoJIs

* s pokymenToB B dopmarax XLSX, XODS

IToaroroBka JoKyMeHTa

Pa6ora c mabmonamu Windows/Linux [TonnepxuBaemMble BOBMOXXHOCTH:
pabota c mabsnonamu B popmate XOTS;
CO3[laHMe HOBOI'O JIOKYMEHTa Ha OCHOBe
CYIIIeCTBYIOIIETo 11abJIoHa;
BO3MOXXHOCTh COXPAHUTh (paiiyl Kak 1mabyIoH;
3aMeHa 6a30BOro 1MabJ0Ha HOBOTO JJOKYMeHTa
Pabora c nmucrammu Windows/Linux [Tonnep>xrBaemMble BOBMOXKHOCTH:

BCTaBKa HOBBIX JIMCTOB;
yaaJieHhe CYIIeCTBYIOIIUX JIUCTOB;
MOJIJIEP>KKA OMIIUNA «OTOOPA3UTh» U «CKPBITHY
JIUCTHI TAOJIUIIBI;

neperMeHOBaHUe JINCTOB TAO/IUIIb;

co3faHue AyOIMKaTa JJMCcTa TabJIuIlb;
HM3MeHeHMe MTOJI0KeHUS JIMCTa B CIIHCKe;
repeMelrieHre JIMCTa TabJUIbl B HA4Yalo U B
KOHeII CITHCKa;

aBTOMAaTHYeCKoe 3aIl0JIHeHHe J9eeK JIMCTA;
XxpaHeHHe WHPOPMAIIMM O YaCOBOM IIOsiCe
OTIepallMOHHOM CHCTEeMbI Ha MOMEHT CO3JIaHUsI
JIOKYMEHTa;
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dyHKIMOHAIBHBIE 0CO0EHHOCTH
yIpaBileHue CBOWCTBaMH CTpaHMIIbL:
yCTaHOBKA TUIIOBBIX Pa3MepoB cTpaHullbl (A0,
Al wuT.1.), BLIOOp aTbOOMHOM WM TOPTPETHOM
OpMeHTallMM CTPAHUIIbI, HACTPOMKA I10JIer

Pabora C
«Tabmuia»

00BeKTOM

Windows/Linux

[Tonnmep:kuBaeMbie BO3MOXKHOCTH:

pabora c o6bexToM « Tabnuia» B JOKyMeHTax,
eClTM Takue OOBEKTHI YXKe COJep)KalluCh B
OTKPBITOM JIOKYMEHTe;

oTobpakeHre popMaTHPOBAHUS TaOJIUIT;
oToOpakeHWe YCJIOBHOTO (GOPMAaTHPOBAHUS
TabJIuII;

BO3MOXKHOCTH BCTaBKH U yJIaJIeHUs], CKPBITHS U
oTOOpakeHUsI, TPYIIHUPOBKU U  OYUCTKU
I'PYIIMPOBKY CTPOK U CTOJIOLOB B Tabmuile;
peaKTHpOBaHKe 3ar0JIOBKOB TAOJIHIT ¥ CTPOKH
«HATtorny;

paborta ¢ GUIBTPaMU U COPTUPOBKOM JTAaHHBIX
B Tabiumax

[IpudThI

Windows/Linux

[Topnep>xrBaeMble BO3MOXKHOCTU:

nojijiep>kka paboTel €O BceMM MIpUPTaMH,
YCTaHOBJIEHHBIMU Ha KOMIIbIOTEPE
nosib3oBaressi, B ToM uucie: TrueType fonts
(TTF) u TrueType collections (TTC), CFF,
WOFF, OpenType fonts (OTF, oba BapuanTa
TrueType U BepCuu CFF)
u OpenType collections (OTC), Type 1 (PFA
u PFB), CID-keyedType 1, SFNT-
basedbitmap, X11 PCF, Windows FNT, BDF
(Bwmouass criaxenHole), PFR, Type 42
(orpaHuueHHast OJIEPXKKa);

nogaepskka mpudto XO Fonts: XO Caliburn,
XO Courser, XO Thames, XO Tahion, XO
Oriel, XO Windy, XO Symbol,
XO Oriel Condensed;

noanepxka mpudtoB PT Astra Sans, PT Astra
Serif;

BBIOOP mpudTa, pa3mepa mpudTa
Y HaYepTaHUS: TIOJTY>KUPHBIM, KYPCHB,
MIOYEepKHYTHINA, 3a4epPKHYTHIH, [TOJCTPOYHBIH,
HAJCTPOYHBIN;

VM3MeHeHVe WHTepBajla MeXy 3HaKaMH B Tpex
BapuaHTax (GOpPMaTUPOBAHMS: pa3peXeHHBIH,
CXKaTblil U HOPMaJIbHbIN;

dopmatupoBanve Tekcta B cTwie «Bce
MIPONMCHBIE)»

dopmMaTrpoBaHue
COIep>XKUMOTO

Windows/Linux

[TognepxuBaeMbie BOBMOKHOCTH:
oToOpakeHWe  TpaHUI] U IIBeTa  SYEUKH,
00beIUHEHHBIX JUYeeK;
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dopMatvpoBaHWe TpaHUL  SYEUKU  WIA
JMarnia3oHa syeeK: BCe IPaHMIIbI, HET I'PaHUI],
TOJICTbIe BHEIITHWE IPaHUILIb];
V3MeHeHNe IBeTa 3aJIMBKU siUeek;
BbIOOP ITPOM3BOJILHOTO I1BeTa 3aJIMBKU sTUeHKY;
oTobpakeHWe IlepeHOCa TeKCTa B OJHOU
q4efiKe W1 HaJlO)KeHWe TeKCTa Ha COCefHHe
STYEUKHU;
IIEPeHOC TeKCTa BHYTPU SYEHKUY;
MOJIJIepP>KKA OIIUN  «BBIIEIUTH», «CKPBITb)
WIA «II0KaszaTb» CTojibel] WIM CTPOKY
I[eJIUKOM;
WCIIOJIb30BaHUEe  (PYHKIHUHA  «KOIMPOBATbY,
«BBIPE3aTb» U «BCTaBUTbY» ISl [IMalla30HOB
I4eeK;
¢dbopmarrpoBaHue Yuces B STYeHKaXx;
KOIIMPOBaHMe U BCTaBKa (POpPMaTUPOBAHHOI'O
TEeKCTa;
BepTUKaIbHOE BbIDABHUBAHUE TEKCTA B STYEHKe
WIM B Malla30He sSYeeK: [0 BepxXHeMy Kpalo,
110 LIeHTPY U 110 HW)KHEMY Kparo;
TOPU30HTAJIbHOEe BBbIPaBHHMBAaHME TeKCTa: II0
JIeBOMY Kparo, 110 IIeHTpy, II0 IIpaBOMy Kparo,
IO LIUPUHE;
BCTaBKa pa3pblBa CTPOKU B SYEUKY;
3aKpeljieHMe IIPOM3BOJIBHOIO  KOJIMYeCTBa
CTPOK U Sl9eeK;
cbpoc Bcex CyIeCTBYIONIUX 3aKpellyIeH!H;
M3MeHeHHe MaclTaba TekcTa IIO pa3Mepy
STYeUKHU;
BCTaBKa B JJOKYMEHT TeKyllled JaTbl W
BpeMeHU;
NOJIJIepKKa JUaroHased B '9elKax TabJIUIIbI;
oToOpakeHWe BepTUKAJIbHOM  OpHeHTalluu
TeKCTa B STYelKax;
IPyNIMPOBKA JAaHHBIX B CTPOKAX U CTONOIAX;
KOIIMPOBaHMe W BCTaBKa TeKCTa M3 BHEIIHUX
MIPWIOXKEeHNUH C COXpaHeHHeM OpPUIMHAJIbHOTO
¢dopmartrpoBaHus;
V3MeHeHHe pa3MepoB HEeCKOJIbKUX CTPOK WU
CTOJIOII0B OJTHOBPEMEHHO;
pacripefiejieHMe TeKCTa II0 CToJOIaM Ipu
HMMIIOpTe I0OKyMeHTOB B popmaTtax CSV, TSV,
SCSM u TXT;
3ajlaHue OJTHOTO W HEeCKOJIbKUX
pasmenuTenied YW OrpaHUYUTesled CTPOK, a
TakkKe BbIOOp Habopa CHMBOJIOB  JUId
pacIipejiesieHus! TeKCTa 110 CTOJIONAM;
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CKPBITHE U 0TOOpakeHue HYJIeBbIX 3HAYEHUH;
aBTOMATUYeCKOe BhIpaBHUBAHWE CTOJIOIIOB IO
IITUPUHE [PY UMITOPTe JOKyMEeHTOB B ¢popmare
DSV;

BCTaBKa TeKcTa 6e3 popMaTHpOBaHUS;

BLIOOD yIJla HaKJIOHA TEKCTa B sS4eike: BIIEBO
Ha 90°, BiieBo Ha 45°, BrpaBo Ha 90°, BIIpaBo
Ha 45°, 6e3 moBopota (0°);

BO3MOXKHOCTb yKa3aTb ITPOU3BOJIbHBIA yTOJ
HaKJIOHA TeKCTa B sTYelKe;

COKpallleHWe «Tr.» B YHCJIOBOM dopmare
MOJIHOM J1aThI

@®opmMar 1o obpasny

Windows/Linux

[Topnep:xviBaeMble BO3MOXKHOCTH:
¢dopmarrpoBaHue 1o obpasiy;
¢dbopMaTrpoBaHue 1o 00pa3Iy /st ab3ares;
¢dbopmaTupoBaHue 10 00pasIy s s9eeK, eciy
OHH He cojiepXaT pOpMYyJI U IHCeTT;
IIpUMeHeHne CKOITMPOBAHHOT'O CTHUJISA
¢$bOpMaTHPOBaHUS K HECKOJIBKUM 0OBeKTaM 110
odepeny;

COXpaHEHHe WCTOPUU Oleparyii pUMeHeHuUs
«KHUCTOYKK»

cDOpMaTbI JdHHBIX

Windows/Linux

[Topnep>xrBaeMble BOSMOXKHOCTU:
WCII0/Tb30BaHHE YHCJIOBBIX (pOPMATOB: OOIIUMA,
YHCJIIOBOU, JeHeXHbIH, ¢$puHaHCOBBIN,
JIPOOHBIN, 3KCIOHEHIMaIbHBIM, 1aTa, BpeMs,
MIPOIeHTHBIHI, TeKCTOBLIH;

aBTOMAaTHUYeCcKoe  OllpeJieJieHWe  CHUMBOJIOB
pyb6s Y JToJj1apa pU TpYMeHeHUH
¢popMaTUpoBaHUs TYEUKU: YUCIIOBOU;
aBTOMaTu4yeckoe  ompefeleHHe  CUMBOJIA
BAJIIOTHI U1 popmMaTa siueek «/leHexxHbIn;
NoAepKKa peruoHabHbIX CTaHJIapTOB
¢dopmarta sigeex: ru RU (Poccus), tt RU
(Tarapcran), ba RU (bamkupusa), en GB
(Bemukobpuranus), en US (CIIA), en AU
(ABctpanus), en NZ (Homas 3enanaus),
en CA (Kanapa);

HACTpOMKa [1apaMeTpoB O0TOOpaXKeHUst
yuciaoBoro  ¢opmMara  JJaHHBIX: YUCIIO
JeCITUYHBbIX 3HAKOB, pa3leliuTeNlb TPyl
pa3psioB, OTpHUIIATENbHbIE YWCIIA, CHAMBOJI
BAJIIOTHI, TUII JAThl U BpeMeHU

Pabota ¢ popmymnamu

Windows/Linux

[Tonnep>xrBaemMble BOBMOXKHOCTH:

I1aHeJIb BCTaBKU PpOPMYIJIBL;

KOIIMPOBaHKe U BCTaBKa GOPMYII;

BBOJ Y BBIOOP PYHKIIMIA HA PYCCKOM SI3BIKE;
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BbIOOp OpMyn M3 CIOHMCKAa IIpU  BBOJE
dbopMybL;
oTOOpa)keHHe TO7CKAa30K 00 HCIOIb30BaHUHU
¢dopMyiibl TIOCTIe ee BEIOOPA;
WCIO/Ib30BaHWEe KMEHOBAaHHBIX [IMAlla30HOB
B popMyIax;
II0JICBEYMBaHUe BCeX S4eeK, Y4YaCTBYIOIIHUX
B BBIYMCJIEHUSIX, TP BBIIENIEHUM  STYerKH
¢ bopmyiiou;
3ajaHue Jyana3oHa 3HAYeHUN npu
pellakTUpOBaHUU (GOpMyJIbl Yepe3 BbljlelleHre
HY>KHBIX STYeeK MBIIIBIO;
pacuet 4actu GopMyIibl;
nokanu3anus napamerpoB ¢yHkiuu TEKCT
Ha Io/iJlepXkKUBaeMble SI3bIKY;
MOJIep>KKa  CTPYKTYPHUPOBAHHBIX CCBHUIOK Ha
IaHHLBIe Ta0JIuI]

Pabora c nuarpammamu

Windows/Linux

[TonnepxuBaeMble BO3MOXXHOCTU:
oTrobpakeHue IBYXMePHbIX Jarpamm,
TUCTOI'PaMM, JIMHeN4aTbIX arpaMm:
C TPYIIIMPOBKO, C HaKOILJIeHUEeM,
HOPMHUPOBaHHAs C HAKOIUIeHUEeM;

MOIJIepKKa rpaUKOB: CTaH/ApPTHBIN,
C HaKOIlJIeHHeM, HOPMUPOBaHHBIN
C HaKOIUIeHUEeM;

oTobpakeHue MarpamMmm c obmacTaMu:
CTaH/apTHad, C HaKOIJIeHUEM,
HOPMHUPOBaHHAs C HaKOIUIeHUeM, CTaHapTHas
Kpyrosas;

IIO/1/lepXKKa rPauKOB C HAKOIIJIEHUEM,
JIMHeWYaThIX AUarpaMM C HaKOIlJIeHUeM,
HOPMUPOBaHHBIX JIMHEWYATHIX AUArpaMM C
HaKOIUIeHHeM, U IarpaMMm C 06J1acTsIMU C
HAaKOIlJIeHVeM;

V3MeHeHVe TUIla IMarpaMMBl;

yaaneHue [uarpamm;

aBTOMaTHU4eCcKoe [lepeCTpOoeHHe AuarpaMm Ipu
W3MEeHeHUH 3Ha4YeHUH,

CO37jaHue IMarpaMMBl;

oIepalyu «KOIIUPOBATbHY, «BCTaBUTDY,
«BBIPe3aTb» JUarpammy;

IiepeMellleHre qyuarpaMMBl;

V3MeHeHUe pa3Mepa JharpaMMmel;

3a/laHyie HallpaBJIeHUd psjia [UarpaMMel;

BBOJI Ha3BaHU JWarpaMMEbl

[Topnep>kka MaKpOKOMaH/

Windows/Linux

[Tonnep>xrBaeMble BO3MOXHOCTH:
MOAJIepXkKa ~ MAaKpPOKOMaHJI ~ Ha  SI3bIKe
nporpamMmupoBanus Lua;
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ormepaliMi C MaKPOKOMaHJIaMHU: CO3JIaTh,
MeperMeHOBaTh, YAAJUTh, PEIaKTUPOBaTh U
BBIIIOJIHUTD;

XpaHeHre MaKPOKOMaH]I B JIOKyMeHTe;

HOBBIE METOJIbI JIJIsl PabOTHI C T9eKaMu
HOBBIE METOJIbI ISl IOCTYIA K COJIEPXKUMOMY
KOJIIEKIIUU;

MOJIJIepPXKKa CHUMBOJIA OJMHAPHOW KaBBIYKU B
MaKpOKOMaH/IaX;

aBTOMaTuyeckoe  omnpejeiieHde  ¢dopmara
3aIKCH JAHHBIX B SYEHKY;

paboTa co CBOJIHBIMHU TaOIUIaMU;

pabora co cBoMcTBaMu Iaparpada B siIeike;
BO3MOXXHOCTh TIOTYYUTh YHMCJIOBOE 3HAa4YeHHe
JII000H YCUKHU;

paboTa ¢ pa3pbiBaMU Pa3ziesioB JOKYMEHTa;
paboTa C opueHTallel CTPAaHWIl W Pa3fesioB
JIOKYMEHTa;

9KCIIOPT JAOKYMEHTa;

MeToZ, [JI BBI30Ba AMAJIOrOBOr0 OKHA ITeYaTh
pefakTopa Jijis BbIOOpAa HACTPOEK TeYaTh M
OTITPaBKU JOKYMEeHTa Ha IMPUHTep;

MeTo[ JUIi  BBIBOJla  WHGOPMAIMOHHOTO
COODIIeHHS B BUJIe TUAJIOIOBOI0 OKHA

PunbTpanys TaHHBIX

Windows/Linux

[TonnepxuBaemMble BO3MOXKHOCTH:
IIpUMeHeHHe QUIbTPA K BblZleJIeHHOU 0071acTy;
BBIOOD OTHOT'O MJIM HECKOJIbKUX 3HAYeHUN IS
IIpUMeHeHUs PUIbTpa, YKa3aHWe 3Ha4eHUs;
oTobpakeHHMe HWHPOpMAIMU O KOJIMYecTBe
IIOBTOPEHUM KaXk/1I0I'0 YHUKAJIbHOI'O 3HAYeHUsl
B BblJIeJIEHHOW 00J1aCTy;

BbIJleJIeHHe BCeX JOCTYIIHbIX 3HaYeHUN;
ouullleHHe QUIbTPA;

IIpUMeHeHre PUIIbTpa ellle pas;
aBTOMaTHU4eCcKoe paclllMpeHue BbIIeJeHus A0
MaKCHMajbHOW 00JIacTH, COCTosIIed U3
CMEXXHBIX HeITyCThIX S4YeeK;

yKa3aHve KOJIM4eCTBa BBIJIeJIEHHBIX s4eeK
B 00Jy1acTH

CopTHUpoBKa JIaHHBIX

Windows/Linux

HonnepmHBaeMHe BO3MO>XHOCTH.

COPTHPOBKA siUeeK B BbIJIeJIEHHON 00J1acTH 110
BO3paCTaHUIO U yOBIBAHUIO 3HAYeHUs, TI0
andaBUTy U B 0OpaTHOM HallpaBJIeHUH;
TIpUMeHeHre COPTUPOBKH ellle pas;
aBTOMaTU4eCcKoe pacllupeHue BbIeJIeHUs IO
MaKCUMaJIbHOM  00JIacTH, COCTOsIIed U3
CMEXHBIX HeITYCThIX S4eeK;
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P yHKIHOHAIBHBIE 0CO0eHHOCTH
yKa3aHWe KOJIMYeCTBA BBIJEJIEHHBIX —SYeeK
B obytactu

VYcnoBHoe popMaTupoBaHue

Windows/Linux

[TonpepxuBaemMble BO3MOXXHOCTH:
oTobpakeHHe yCJIOBHOIO (pOPMATHPOBAHUS B
gq9eiKax;

aBTOMaTuyecKoe IIpUMEeHeHHe CBOMCTB
dbopmMaTrpoBaHus HauOOJIBIINX U
HaVMeHbIIINX 3Ha4YeHUH;

aBTOMAaTHU4YeCKoe IIpUMeHeHne CBOWCTB
(popmMaTUPOBaHUs 3HAYEHUM B BUJle POPMYJIbI

Csoanble TabIUIIBI

Windows/Linux

[Tognep:xkuBaeMbie BO3MOKHOCTH:
oTobpakeHHe CBOJIHBIX TaOJINII;

yJlajieHre CBOIHOM TaOJIUIIbL;

00OHOBJ/IeHUe CBOJHOU TaOJ/IUIIbL;

bunbTpanys  JAaHHBIX [0  JIOCTYITHBIM
¢dunpTpaM B CTpOKax, CToJIOIAX U Tabiuie
IEJIMKOM, ecid  QWIBTPBI  yXXe  ObUTH
MIpUMeHeHbl paHHee;

TPYINITMPOBKA JIAHHBIX 110 3HAYEHUIO B CTPOKaX
M crojbmax CBOJHOMW  TAOJUIBI, eciH
TPYNIIMPOBKA yXe Oblla TIpUMEHeHa B
OTKPBITOM JIOKYMEHTe

Pabora co cchuikamu
TUTIePCChUTKAMU

n

Windows/Linux

[lonnepxuBaemMble BOBMOXKHOCTH:

BCTaBKa U pPeJIaKTHPOBaHUE TUIePCChUIKY;
nobaBiieHWe — TUMEpPCChUIKA K sidelike
¢ bopmyiou;

aBTOMaThyeckoe ¢GOpPMaTHPOBAHUE CCHUIOK
Y DJIEKTPOHHBIX aJIpeCOB KaK TMIIePCChUIOK;
oTobpakeHue ccoliok B cTiiie R1C1

Pabota ¢ n3obpakeHus MU

Windows/Linux

[Tonmep:kuBaeMble BOSMOXKHOCTH:
oToOpakeHHe U300pakeHuH;

nogaepxxka ¢opmaroB PNG, JPG, JPEG, JPE,
EMF;

BCTaBKa M300paXKeHUH;

yaaieHre U300pakeHuH;

M3MeHeHHe pa3Mepa U300pakeHUi;

byHKITUH «BBIPE3ATHY, «KOIUPOBATHY,
«BCTaBUTH» H300pakeHHe MeX]y TeKCTOBBIM
Y TaOJIMYHBIM JIOKYMEHTaMU;

nepemeltieHue U300pakeHus;

BCTaBKa OOBEKTOB C MOJIEPXKKON TeXHOJIOTUU
Drag-and-drop;

oToOpakeHHe HW300paXKeHUWM, pa3BepHYTHIX
TI0]T YTJIOM OTHOCHTEJILHO SIKOPHOM TOYKH;
MOJIJIep>KKa 06pe3aHHbIX N300pakeHni

Pabora ¢ purypamu

Windows/Linux

[Tonnep:xrBaeMble BO3MOXXHOCTH:
nojijiep>kka GUryp B IOKyMeHTaXx;
BKJIaJIka PUTYpPBI HA NTaHEJIM UHCTPYMEHTOB;
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BO3MOXKHOCTh BbIJIEJIUTD, KOIIMPOBATH,
BbIpe3aTh, BCTAaBUTh GUTYPY;

V3MeHeHHe pa3Mepa U MpONopIuu GUryphI;
V3MeHeHHe PACIIOJIOXKeHUsI B JIOKYMEeHTe;
ynaneHve Gpuryphbi;

oToOpakeHUe JINHUW;

BO3MOXXHOCTb BCTaBKH TEKCTOBOI'O MOJIS;
BO3MOXHOCTb BCTaBKH, PpeJJaKTUPOBAHUS U
¢dopmMaTtupoBaHus TeKCTa B GUrype

Bydep obmena

Windows/Linux

[Tonnep:krBaeMbie BO3MOXHOCTH:

XpaHeHHe 10 AecsITd 00beKTOB (pparMeHTOB
TekcTa wik Tabsiui) B Oydepe obmeHa mist
JaJIbHeNIIIey BCTaBKU B IOKYMEHT;

BBI30B OKHa Oydepa 0OMeHa;

BbIOOD CKOMMMPOBAHHOTO O0OBEKTa C IOMOIIIBIO
crpesniouek «BBepx» u « BHU3Y;

BbIOODP CKOITMPOBAHHOT'O OOBHEKTA;
nepeKJItoueHre MexJly OKHOM Oydepa obMeHa
Y JOKYMEeHTOM

Pabora c JoKyMeHTOM

ITouck u 3ameHa

Windows/Linux

[TonnepxuBaemMble BOBMOXKHOCTH:

TIOMCK CJIOB MM dpas;

MOUCK C 3aMEHOM, TakXXe C y4eTOM permcrpa
Yl CJIOBA I1eJINKOM

ITpoBepka
opdorpaduu/myHKTyauu

Windows/Linux

[Tonnep:krBaeMbie BO3MOXHOCTH:
aBTOMaTU4ecKass TpOBepka IpPaBOMMCAHUS
TEeKCTa Ha PyCCKOM U aHTJIMMCKOM SI3bIKAX;
ITPOBepKa r'paMMaTHKH JJisl PYCCKOTO SI3bIKa;
MOJIJIep>KKa  I10JIb30BATeJIbCKOTO  CJIOBapsl C
BO3MOXXHOCTBIO JI00aBIIeHUs U yIaJIeHUs CJIOB;
HMMITIOPT CJIOBApS;

MOJICKa3Ka BAapUAHTOB WCITpaBJIeHHs
opdorpadudeckux onmbok

[IpaBku

Windows/Linux

OTMeHa TPaBOK IO OJJHOMY CHMBOJIy 3a IIar
(bydep «3anomuHaeT» 50 mocaegHUX 11aroB)

3aMeTKu

Windows/Linux

[Tonnep>xuBaeMbie BO3MOKHOCTH:

Co3[laHMe U yIajieHre 3aMeTOK K sTYeiKaM;
dbopMaTHpOBaHUe TEKCTa B 3aMeTKe;
nojjiepkka 6ydepa obmMeHa Jij1si COJIEPKUMOTO
3aMeTOK

PexxuM perneH3npoBaHus

Windows/Linux

[Tonnep>xrBaemMble BOBMOXXHOCTH:
oToOpakeHre  WHpOpPMAIMM O  APYIUX
10JIb30BATeNSIX, OTKPBIBIIUX JIOKYMEHT: UM,
I[BETOBAsl MHJIMKAIMS, [T0JIOXKeHWe KypCopa;
orobpakeHWe W3MeHeHWM, BHOCHUMBIX B
IOKYMeHT, Yy BCeX IPYTUX I0JIb30BaTesleH,
OTKPBIBIIMX 3TOT JOKYMEHT
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IInardopma
Windows/Linux

P yHKIHOHAIBHBIE 0CO0eHHOCTH
[Tonmep:kuBaeMble TOPSTIHE KIIaBHUIITH:
HOME - nepexog k 11epBo siuelike B CTPOKE;
END - nmnepexom k mocienHed —sideiike
B CTPOKE;
SHIFT + DELETE — onius «Bbipe3aTby;
SHIFT + INSERT — BcTaBka;
SHIFT + neBasi KJjaBWIlIAa MBIIIA — BBIOOP
JMAaIa30Ha S9YeeK;
SHIFT + HOME — BulnesneHue Bcex s4yeek OT
yKasaTeJIsl 10 Hadajla CTPOKHU;
SHIFT + END - BruizmeseHue Bcex g4YeeK OT
yKasaTeJIsl 10 KOHIIA CTPOKH;
CTRL + crpenka BIJIeBO— TIepexoll K
NpeibITYIIeMy CIOBY;
CTRL + crpesnka BIpaBO— Ilepexoll K
CJIe[lyIoleMy CJIOBY;
CTRL + crpenka BBepxX — TIIepexoll K
npenblylieMy ab3any;
CTRL + <crpenka BHH3— TIepexoll K
ciienyroieMy ab3arity;
ALT + B — nobaBiieHue HOBOW CTPOKH CHU3Y
TaOJIUIIBL;
F2 — mepexon k pexumy penaKTHPOBaHUS
COLEPXKUMOTO STYEHKU;
CTRL + E — BbIlpaBHMBaHUe 110 I[IeHTPY;
CTRL + Y - Bo3Bpar (110BTOP) NeNCTBUS;
CTRL + SHIFT + C- xonupoBaHue
¢dopmaruposanus; CTRL + SHIFT + V-
dopmMaTUpPOBaHWE BBIIEJIEHHOTO TeKCTa TI0
obpasiy;
SHIFT + TAB — ymeHnbIlieHue oTcTyIIa ab3a1ia;
TAB B suelike — mepexojl K CJeaylolen
sg49elkKe;
SHIFT + I[TPOBEJI — BbiieTh BCIO CTPOKY;
CTRL + ITPOBEJI - BuimeuTh Bech CTOJ0eIT;
CTRL + 3HAK MHUHYC - yganutb
BBIOPAHHYIO CTPOKY WJIM CTOJIbell;
CTRL + F - aBTOMaTH4YecKd TIepeBOJUT
yKasaresib BBofia B nojie [lovcka. Eciu B mone
y>ke OBLJIO COJIep>KUMOe, OHO OYZeT BbIfiesIeHo;
CTRL + / - naHenb BbICTpBIX JeACTBUM st
BBI30Ba KOMaH/[, C HCIIOIb30BaHHEeM
KJIaBHUATYPHI

Pabora c roToBBIM

daiiiom

CraTtucTuka JAOKyMEeHTa

Windows/Linux

[MonnepxuBaemMbie BO3MOXKHOCTH:
oToOpakeHWe OBICTPBIX HWTOTOB B CTPOKe
COCTOSIHMSI: CyMMa, MHUHHMMaJIbHOE 3Ha4yeHue,
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P yHKIHOHAIBHBIE 0CO0eHHOCTH
CpefiHee 3HAa4YeHHWe, MaKCHMaJIbHOe 3HaYeHHe
Y KOJIMYECTBO HEITYCThIX SYeeK;
oToOpakeHHe MaciiTaba JOKyMeHTa

Hapncrpoiiku

Windows/Linux

[TopnepxrBaeMble BO3MOXXHOCTH:

TIOJIJTIeP>KKa HAZICTPOEK;

BO3MOXKHOCTb YCTaHABJIMBAaThb, OOHOBIISITh U
YIQIATh HAACTPOMKWY;

BO3MOXKHOCTh  BKJIIOYaThb W  BBIKJIIOYAThb
YCTaHOBJIEHHbIE HAJICTPOMKH;

oTobpaxkeHWe MOAPOOHOM uHPOpPMAIMKU O
HAACTPOMKAX;

«TUXas» yCTAHOBKA HAJICTPOEK

Ileuats HOKYMeHTa

Windows/Linux

[Tonmep:kuBaeMbie BO3MOXKHOCTH:

OTIIPaBKa Ha IeYaTh;

Mpe/IBApUTENIbHBIM  TPOCMOTP  JIOKyMeHTa
C BO3MOXXHOCTbIO OTOOpakeHusi pPEeKBU3UTOB
CTPaHMITBI, Pa3pbIBOB, MacITaba, BEPXHUX U
HUKHUX KOJIOHTHUTYJIOB;

HaCTpOMKa TIPOCMOTpPAa  JIOKyMeHTa: IIO
IIMPUHe, TI0 pa3Mepy CTPaHUIIbl, [0 OJHOU
CTpaHMUIIE, 110 [iBe CTPAHMIIBI, BCe CTPAHMITHI;
BBIOOp MacIITaba U OpyUeHTaIluu CTPAHUIIb;
HaBUTAIMSI MeXAY CTPAaHUIIAMU;

BBIOOp JIMAla3oHa CTPAHMI] IMe4YaTH U YucCia
KOIIUY;

nmevyaTb TEKYIEro JIUCTA WX BblJeJeHHOU
obnacty;

BbIOOP pa3Mepa Oymaru jjisi evaty;

BBLIOOD MacIHITabMpOBaHUS JIOKyMeHTa IIpU
MevaTy: 10 pa3Mepy CTPAHUIIbI, 10 IIHPHUHEe
CTPAHMITBI U TI0 BBICOTE CTPAHHITHI;

ObICTpas mevyaTh;

BBIOOD YCTPOMCTBA evYaTy;

MevaTh YeTHBIX/HeUYeTHIX CTPAHMII;
JIBYCTOPOHHSIS [1e9aTh;

HacTpoWka MacmTabupoBaHus (10 pa3Mepy
CTPaHHUIIBI, IO ITUPUHE U T.]T.);

pa3bueHue 10 KOIHUsSIM;

MacIITabupoBaHWe CTPAHUIIBI TpPU IeYaTH
JIOKYMEHTa;

mevaTh B OTTEHKaX Ceporo;

BO3MOXXHOCTb He TledaTaTh MyCThIe JIUCTHI;
COOTBETCTBMe  MacmiTaba g [edaTH
JIOKYMEHTOB MacIliTaby caMoro J0OKyMeHTa 0
YMOJTYaHUIO;

Mo/iJiepkKa 00JIaCTH TeYaTH B JJOKYMEHTE;
BO3MOXKHOCTb 3a[aTh M OYKWCTUTH O00JAaCTh
1evyaTH JIJIs KaXKJI0To JIMCTa B JIOKYMEeHTe;
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PyHKIUA \ IInardopma dyHKIMOHAIBHBIE 0CO0EHHOCTH
BO3MOXHOCTb  OTOOpa3uTb U  CIPATaTh
Windows IPaHUIIbI 06JIACTH TIeYaTH Ha JIUCTe;

BO3MOXKHOCTb ~ OTIPaBUTb  HAa  IeYaThb
onpejleJileHHble CTPAHUIIBI WIA JIMalla30H
CTpaHuIl] U3 CPOPMHPOBAHHOTO Uil IeYaTh

JIOKYMEHTa;
1epexo/i K HaCTpo¥KaM IIpUHTepa

ObMeH fOKyMeHTaMH1 Windows/Linux OTnpaBka JIOKyMeHTa BJIOXKEHMEM II0 I104YTe
C NIOMOITIBIO IIOYTOBOTO KJIMeHTa,

YCTaHOBJIEHHOI'O 110 YMOJIYdHHIO

3.3 OcHoBHble pynknuu «MoitO¢puc CtanpapTabiii» PegakTop npeseHranui

PyHKIUA \ IInardopma @PyHKIIMOHAJILHBIE 0CO0eHHOCTH

Oouzee
dopMartsl JOKYMEeHTOB Windows/Linux [Topnep>xrBaeMble BO3MOXKHOCTH:
OTKpBbITHME U COXpaHeHHe (QaljioB B ¢opmare
PPT, PPTX, ODP;
akcnopt B PDF
Pexxuimbl mpocMoTpa Windows/Linux Pexxumbl MpOCMOTpa: PexXum
PUCOBaHUS, PEXXUM  NPUMEYaHUul,  Pexum
CTPYKTYpbl, PpeXWUM Te3HCOB, COPTHPOBIIUK
CJIANA0B, PeXKUM JeMOHCTpalliu
[Tonnepxxka yCTpoHCTB Windows/Linux [Topnep>xrBaeMble BO3MOXKHOCTU:
oTOOpa)keHHWe TIpe3eHTallMM Ha HEeCKOJIbKUX
MOHUTOPAX OJJHOBPEMEHHO;
KOHTPOJIb peXXUMa BBICTYIJIEHUS 110 TakMepy
IlogroroBKa JOKyMeHTa
Pa6ora c mabnonamu Windows/Linux [TonnepxuBaemMble BOBMOXKHOCTH:
CO3/1aHHe TIpe3eHTalui 13 11abJI0Ha;
co3flaHue Tpe3eHTalMi K3 I1a0JIOHOB, B TOM
quciie CO3MAHHBIX B CTOPOHHEM OQGHCHOM
IIpOrpaMMHOM 0becIieyeHUN
Pabora c okymMeHTOM Windows/Linux [Tonnep>xuBaemMble BOBMOXKHOCTH:
CO3/IaHHe TIpe3eHTalln;
OTKPBITHE CYIIEeCTBYIOIIEH Mpe3eHTaluH;
aBTOMATUYeCKOe COXpaHeHue Tpe3eHTallni;
3aluTa IOKyMeHTa C UCTIOJTb30BaHUEM
MapoJis;
3alyCcK JIeMOHCTpAIlMM CJIAWIOB  C [epBOTO
CJ1auia Wik C TeKylero

[Tonnepxxka crunen Windows/Linux [TonnepxuBaeMble BO3MOXXHOCTH:
JIOKyMeHTa MpUMeHeHUe CTHIIel;

paboTa c MacTep-ciaiilaMy U CTWISMA
Hacrpotiku cTpaHuiisl Windows/Linux [Topnep>xrBaeMble BO3MOXXHOCTH:

HACTPOMKa MMapaMeTPOB CTPAaHUIIBI;
BCTaBKa U HACTPOKa IOJIeH;
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P yHKIHOHAIBHBIE 0CO0eHHOCTH
MOJIJIep>KKa Pa3IMYHbIX GOPMaTOB CJIAM/IOB;
M3MeHeHre OpHUeHTAIluH CJIAaKoB: albOoMHasl,
KHIDKHAS;
aBTOMAaTU4YeCKass  HACTPOMKAa  3JIeMEHTOB
cJlakja nocie u3MeHeHus popmara

Hymepanus crpanung

Windows/Linux

BcraBka HOMepa CTpdHHUIbI B KOJIOHTHUTYJIbI
C BOSMO>XXHOCTBIO YKa3aHu4A ITOJIO>KEeHHU 1
HOMepd HW IOpHU30HTAJIbHOTO BbIPpABHUBAHUS
OTHOCHUTEJIbHO IeHTPa CTPAHHIIbI

Pabora co cnatimamu

Windows/Linux

[Topnep>xuBaeMble BO3MOXXHOCTH:

BCTaBKa U yJlaJieHre CJIaia;

H“3MeHeHUe JIM3aiHa CIan/a;

co3faHue Y pelaKTUPOBaHUe 06pa31os
(MakeToB) CJIauJIOB, B TOM 4yuciie
C BO3MOXXHOCTBIO 3a/laHus ¢oHOBOTO
r300pakeHUs! I BCeX MaKeTOB CJIalIOB;
MO/1JIepKKa CKPBITHIX CIAN0B;
repeMMeHOBaHue CIIAaN0B;

nybiiMpoBaHue ClIaiia;

M3MeHeHHe II0C/IeIoOBaTeIbHOCTA  CJIAWJIOB
B [Ipe3eHTalluH;

repeMellleHHWe CJIaUOB HAa HOBOe MeCTO
B [Ipe3eHTalluH;

CO3/TaHle AaHUMHPOBAHHBIX TePexX0/I0B MeXIY
CJIaiilaMU  C 3aJlaHHeM 3BYKOBBIX 3(¢eKToB
repexoja, JUTUTEJIbHOCTH nepexojia
Y COOBITHS, II0 KOTOPOMY HacCTymaeT Iepexof;
v3MeHeHVe »3¢pdeKkTa CMeHbl clauaa i
CJIelyIolllero  BBIOpAHHOTO  Clakfa WIA
KaXKJIOro CJ1aljia B IpyIIe;

CMeHa CJai/IoB B yIIPaB/ISIEMOM
MOJIb30BaTeJIeM peXkume JIN00 aBTOMAaTUYeCKU
yepe3 3ajJlaBaeMble BpeMeHHble TPOMEeXXYTKY;
HaBUTaIYs MeX]Ty CJIakJlaMy;

HacTpauBaeMasl IeMOHCTpaIusl Cl1ai/IoB

Pabora c kosoHTUTYyIaMU

Windows/Linux

[Tonnep>xuBaemMble BOBMOXKHOCTH:

BCTaBKa U peJJakTUPOBaHHe KOJIOHTUTYJIOB;
co3JlaHie 0CODOro KOJIOHTUTYJA IJisl IIepBOU
CTpaHMIIbI JOKYMeHTa

Hacrtporiika MexmycTpo4HOro
HMHTepBaJja

Windows/Linux

[TognepxuBaemMbie BO3MOKHOCTH:

3aJlaHue OJIMHAPHOTO, TOJIyTOPHOTO, JIBOMHOTO
MEXTyCTPOYHOTO WHTepBaJia, TOYHOI'O
3HAYEHUS] MEXXyCTPOYHOTO UHTePBaIa;
3HaUeHWe MEeXyCTPOYHOTO HWHTEepBajia 110
MHOXHUTETI0 U MeXAYCTPOYHOTO HHTepBaia
THUIIA MUHUMYM;

3aJlaHKe OTCTYIIAa IePBOW CTPOKHU;
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3a/laHue VHTepBaja nepen Y TocJie
¢dparmMeHTOB  TeKCTa, TabmMI,, OOBEKTOB
IIOCPeJICTBOM yKa3aHUsl 3Ha4eHUs] UHTepBaJla

HIpudTe! Windows/Linux [TonnepxuBaemMble BO3MOXKHOCTH:
r3MeHeHHe MIpUdTa myTeM BbIOOpa U3 CIIMCKA
YCTaHOBJIEHHBIX IPUPTOB;
V3MeHeHue HayepTaHUs mpudra:
IIOJIy>)KUPHBIA,  KYpPCHUB,  IIO[YEPKHYTHIH,
3a4YepKHYTHIN;
V3MeHeHHe pa3Mepa U IBeTa LIpUPTa;
BbIOOD THUIIA JIMHUY NTOJYepPKUBaHKUs U3 Habopa
IpefionpesieleHHbIX C BO3MOXKHOCTbBIO
3a/laHuUsI [1BeTa N0JYepPKMBAHNS;
3aJlaHMe MeXX3HaKOBOI'O MHTepBasa: OObIUYHBIH,
pa3peKeHHbIN, YINIOTHEHHBIN
[TonnepxuBaemele cumBosibl | Windows/Linux [TonnepxuBaeMble BO3MOXXHOCTU:
MO/IJIepKKa CIlelMaJIbHbIX CUMBOJIOB;
BCTaBKa Hepa3pbIBHOI'O Ipobesia, AJIMHHOTO
THpe, Hepa3pblBHOIO  Jeduca, MapHbIX
KaBblUeK, CUMBOJIOB BaJIIOT, MaTeMaTH4ecKux
CHUMBOJIOB, CUMBOJIOB I'PeuecKoro ajndaBuUTa;
aBTOMaTHWYecKas 3aMeHa IPSIMBIX KaBblYeK Ha
TIapHbIe
dopMatrvpoBaHue Windows/Linux [Topnep>xuBaeMble BO3MOXKHOCTH:
COJIepXKUMOTO HaJIM4ue ClellualbHOW BCTaBKY;
V3MeHeHHe IIBeTa 3aJIMBKU IyTeM BblOOpa W3
Habopa CTaHAAPTHBIX IIBETOB WU
IIOCPe/ICTBOM BbIOOpA I[BeTa U3 CIEeKTPa;
KOIMPOBaHKe TeKCTa, 00BEKTOB N3 CTOPOHHUX
IIPOrPaMMHBIX IIPOJTYKTOB Y MEeXIy
Pa3iMYHbIMM  TPOAYKTAMH,  BXOJSIIUMH
B OQUCHBIM IaKeT, U BCTaBKa B pPellaKToOp
Ipe3eHTallui;
TOPU30HTAJIbHOEe BbIpaBHHMBAaHHE TeKCTa: IIO
JIeBOMY Kparo, 10 [IpaBOMy Kpato, 0 LIeHTpY,
IO IIMPUHE;
CO3[@aHue TPaHMI] BBIJEJIEHHOIO0 TeKCTa WIU
ab3ala ¢ HaCTPOWMKOM TOJIIMHBI, IIBETa, TUIIA
JIVHWW TPAHULIBL;
HACTpoWKa ITapaMeTpoB ab3alia;
MIOJ1JIepKKa rajieper TeKCTOBbIX 3P deKToB
dopmMar 1o obpasity Windows/Linux [Tonnep:kuBaeMbie BO3MOXKHOCTH:
dopmaTupoBaHue Mo 00pasIy;
IIpUMeHeHHe 3aroJIOBKOB 110 00pasiy
Pab6ora co criuckamu Windows/Linux [Tonnmep:kuBaeMbie BO3MOXKHOCTH:

CO37IaHHe MapKUPOBAHHOTO CIIMCKA C Habopom
npeJioTipe/ieIeHHBIX MapKepoB;
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co3/1aHue MapKHPOBAaHHOTO CIIMCKa
C ompefieJieHWeM  COOCTBEHHOI'O  MapKepa
IyTeM 3arpy3Ku pHUCyHKa;
co3[laHle HyMepOBaHHOT'O CIIHCKA;
orpeieJieHHe ¢dopmara Mapkepa
B HyMEpOBaHHOM CITHCKE;
co3/1aHue MHOTOYPOBHEBOI'O CIIMCKA
C BO3MOKHOCTBIO U3MEHeHHUsl YPOBHSI TEKCTa;
orpefieJieHe  HOBOT'O ~ MHOTOYPOBHEBOI'O
CIIKCKA  C BO3MOXHOCTBIO  OmpezesieHUs
JyeTbipex U Oojiee ypoBHeH C COOCTBEHHBIMU
dopMaTaMH MapKepoB  KaXJIOTO  YPOBHS
Y 33J]JaHieM OTCTyla TeKCTa [UIsl KaXKIoro
YPOBHSI

Pabora co ccruikamu
TUIIEePCChITKAMU

n

Windows/Linux

[TonnepxuBaemMble BO3MOXXHOCTH:

BCTaBKa Y peJlakTUPOBaHUe T'MIIepCChUIOK;
BCTaBKa THUIIEPCCBUIOK C yKa3aHWeM ajpeca
TUIIePCChIIKY Y 3aMelIalolero TeKCTa;
aBTOMaTh4YecKoe Ipeobpa3oBaHMe —ajpeca
B cetn HHTepHeT W ajpeca 3J1€KTPOHHOU
IIOYTHl B TMIIEPCCBUIKY COOTBETCTBYIOIIEro
BU/JIA;

TUIIepCCBIIKA ~ Ha  CJIadfbl U 3JIeMEeHThI
[Ipe3eHTalnuu

Pabota ¢ n3obpakeHus MU

Windows/Linux

[MonnepxuBaemMble BOBMOXKHOCTH:

BCTAaBKa, yJlaJleHue, repeMeliieHre, i3MeHeHue
n3obpaxxenuit B opmarax JPEG, JPG, BMP,
PNG, GIF, TIF, TIFF, EPS;

oOTekaHHWe TEeKCTOM B TeKCTe, IO KOHTYpPY
(BOKpYT paMKH), CBepXy U CHHU3Y, 32 TEKCTOM,
nepeJi TeKCTOM;

odopMIieHre N300paskeHU C IIOMOIIIbIO TEeHH;
co3/iaHue TpaHUI] (pamok) pPUCYHKa
C HACTPOMKOM TOJIIIWHEI, [BeTa, TUIlA JIMHUU
TPaHUIIbI;

HACTpOMKa Pe3KoCTH, SIPKOCTH,
KOHTPACTHOCTH, ITPO3PAaYHOCTH PUCYHKa;
obpe3ka pUCYHKa;

repeKkpaliBaHue PUCYHKa B 3a/IaHHBIN IIBET

Pabora c o6bexTamu

Windows/Linux

HO)IJIep)KI/IBaeMBIe BO3MOXHOCTU:

BCTaBKa O0OBEKTOB C MOJIEPKKOW TeXHOJIIOTUU
Drag-and-drop;

BCTaBKa B CJIAW/IbI ayIMO- U BUIe0haNIoB s
BOCITpOM3BeJieHHns npu OEeMOHCTpaluun
Mpe3eHTaIuy;

BCTaBKa 00bEKTOB U QUTYD;

co3nanve 06beKToB THna «Haamnucby;
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CO37laHMe  TPAHUII (pamoK) HaJucen
C HAaCTPOWKOW TOJIIIUHBI, I[BeTa, TUIA JIMHUU
I'PaHUIIb;
3aJlaHue  IIpO3payHOCTH  3aJMBKU  ¢OHA
Ha/IIIUCH;
BbIDAaBHMBaHMe  TeKCTa B HaJIMCH 11O
BePTUKAJIM: 110 BepXHEeMY Kpalo, 110 HIKHeMy
Kpalo, 110 cepeJluHe;
BbIpaBHUBaHWe 110 TOPU3OHTA/IM: CIIPaBa,
CJieBa, 10 LIeHTPY;
IPYNIIMPOBKA (pasrpyIiyupoBKa) HaAmucen
C JIPYTUMU HAJITUCSIMU, GUTYPAMU U JINHUSIMH;
V3MeHeHUe II0JIOXKeHHsI Ha/IIIMCH
OTHOCHUTEJIbHO JIPYT'UX 3JIEMEHTOB;
M3MeHeHVe HallpaBJIeHUs TeKCTa;
aBTOMAaTUYeCKUi NI0J160p pa3Mepa HaJIIUCH;
BCTaBKa PACTPOBBIX JIMHUN C BO3MOXXHOCTBIO
3aJlaHusl  CTpeJioK B KadecTBe  Havaia
Y OKOHYaHMUS;
BCTaBKa pacTpoOBbIX GUIYp, PacTPOBBIX
(UT'ypHBIX CTPeJIOK, PpaCTPOBBIX BBIHOCOK;
VM3MeHeHHe IIOJIOKeHHsT QUIyp U JIMHUU
OTHOCHTEJIHO JPYTUX 3JIEMEeHTOB;
IPyNNUpoBKa  (pasrpynnupoBKa)  QUIyp
U JIUHUY;
co3/laHre TpaHul (paMoK) UIYp U JIMHUN
C HaCTPOMKOM TOJIIMHBI, 11BeTa, TUIA JIMHUU
TPaHMIIb;
3aJlaHye NPO3pavyHOCTH 3aJIUBKU PpoHA GUTYPBI

Pabora c TabnuiiamMu B TekcTe

Windows/Linux

[Topnep>xuBaeMble BO3MOXXHOCTH:
nobaBieHWe, ylaleHWe U pelaKTUPOBaHUe
TaOJIHII;

BCTAaBKa, yJajJeHWe CTPOK U CTOJIOIIOB
B Ta0muIIe;

peryiavupoBaHue [IUPUHBI, BbICOTHI
Y TIPOMEXXYTKOB MEXTy sTueikaMi TaOJIUIIbI;
aBTOMAaTHUYeCKU MoAOOpP BBICOTHI  sTYeeK
B 3aBUCUMOCTH OT COLEpP>KUMOT0;

co3gaHue TpaHUll (paMOK) CTpOK, syeeK
C HACTPOMKOM TOJIIIWHEI, [1BeTa, TUIA JIMHUU
CpaHUIIbL;

BO3MOJKHOCTb CO3/1aHUS OTHEeJIbHO IIPaBbIX,
JIEBBIX, BEPXHUX, HIDKHUX, BHEIIIHHUX,
BHYTPEHHUX, TOPU30HTAJIbHBIX,
BEpPTUKAJIbHBIX TPAHUI] TabJIUIIbI;

W3MEeHeHHe 1IBeTa S4YeeK;

o0beTMHeHUe BhIIeJIeHHBIX d9eeK TaOIUIlb;
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pasfiesieHre sideek TaOIMIBI € yKa3aHUEM
KOJIMYeCcTBa CTOJIOLOB U CTPOK;

BepTHKaJIbHOE BbIpaBHMBaHHUe TeKCTa
B siYelike: 110 BepxHeMy Kparo, 10 HIDKHEMY
Kparo, 110 CepelivHe;
TOPU30HTAJIbHOE  BbIpABHMBaHWE  TeKCTa
B siYeliKe: TI0 IPaBOMy Kparo, II0 IIeHTpy, 10
JIeBOMY Kparo;
M3MeHeHHe 3aJIMBKY (GOHA TabJIUIIb;
3aJlaHMe  IpO3payHOCTH  3aluBKU  OHA
TabJIUIIBI

Pabora c nuarpammamu Windows/Linux BcraBka IBYXMepPHbIX U TPeXMepHBIX
rpaduKOB U AUarpaMm;
M3MeHeHre JIaHHbIX (MCTOYHMKA JIAHHBIX)
rpaduKOB U AUarpaMm;
V3MeHeHNe IBeTa psifia JaHHBIX;
oTobpaXkeHue JlereH bl JIarpaMMbl
C 33/1aHHeM I10JIOXKEeHUSI JlereH/ibl
OTHOCHTEJIbHO IMarpaMMBl,
2JIeMEeHTOB JUarpaMMbl C HaCTPOMKOU
TOJIIIMHBI, [IBeTa, TUMA JIMHUUA TPaHUIIbI;
3aJIMBKa 1IBETOM 3JIeMeHTOB JJUarpaMMBbl;
V3MeHeHue dopmaTupoBaHUSs TeKCTa
B 00JIaCTH JTMarpaMMbi;
nob6aBiieHre Ha3BaHUSI IMarpaMMBbl;
nepeMelrieHue jiereH bl, 06J1aCTU TOCTPOeHUs,
HaMMEHOBAaHMUSl  JIMarpaMMbl B IpeJienax
06J1aCcTH IMarpaMmbl;
nobaBieHWe TOANMCEN [aHHBIX C 33/laHUEeM
II0JIOXKeHHs] ITOJINMCY TAHHBIX;
oTobpakeHre  (CKpbITHE) TOPU30HTAJIbLHOU
Y BEPTUKAJIbHOM OCH;
oToOpakeHWe  (CKpbITME)  TOANMCEH K
FOPU30HTAJIbBHOW U BEPTUKAIILHOM OCH;
3a/laHie BepxXHel U HIWKHEW TpaHUIbl OCH,
I[eHbI JleJIeHHsl OCU U e[JUHUI] U3MepeHus;
oToOpakeHUe (CKPBITHE) CeTKU ArarpaMMbl;
JiobaBieHne JIMHUY TPeH/ia

[Tonneprkka aHUMaIKU Windows/Linux [Tonnep:xrBaeMble BO3MOXHOCTH:

BCTaBKa Y HaCTPOWKa 3¢¢PeKTOB aHUMal1Y;
CO3/laHe aHWUMHUPOBAHHBIX 3(pPeKToB s
2JIEMEHTOB CJIAaH/IOB  C 3aJlaHueM 00JacTy,
IUTUTEJIbHOCTU Y U3MEeHeHUs HopsJKa
aHMMallVM 3JIeMEeHTOB

PaboTa c gokymeHTOM

ITouck u 3amMeHa

Windows/Linux

HOI[I[ep)KI/IBaEMbIe BO3MOXXHOCTH.
IIOUCK U 3dM€Hd I10 COAEP)KUMOMY NOKYMEHTA,
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IIOWCK Y 3aMeHa 3a/IaHHOI'0 TeKCTa 110 TeKCTy
JIOKYMEHTa;
BO3MOXHOCTb ~ IIOWCKa
C y4eTOM perucrpa;
BO3MOXKHOCTb IIOMCKA M 3aMeHbl 3aJaHHOTIO
TeKCTa, KaK B KaueCcTBe 4YaCTU CJIOBA, TaK U
CJIOBA IEJIMKOM

U 3aMeHbl  TeKCTa

[TpoBepka
opdorpaduun/myHKTyaIuu

Windows/Linux

[IpoBepka opdorpaduy 1 MyHKTyauu

ITpaBku

Windows/Linux

Ilomaropast oTMeHa BHECEHHbBIX U3MeHeHUM

Pexxum npumMeuanuii

Windows/Linux

[Topnep>xuBaeMble BO3MOXXHOCTH:

CO3]aHVe [IPUMEeYaHui K CllaniaM;
BO3MO>KHOCTb BBOJA KOMMeHTapreB
(nmprMeuaHus) K ClIanumy;
HaJMyve  HUHCTpyMeHTa  JIf
PYKOIIMCHBIX KOMMEHTapHeB B peXxume
JeMOHCTpaIuu CJIANf0oB, C HaCTPOMKOM
TOJIIIUHBI JIMHUU U BO3MOXKHOCTBIO yJlaJIeHUs
BCEX BHECEHHbIX U3MeHeHUH

CO31aHHUs

[Tonnmep:kuBaeMbie
KJIaBUATYpPHbIE COYeTaHUsI

Windows/Linux

HO,I[)IEP)KK& BCeX KJIdBUATYPHBIX COYeTaHuU

PaboTa c roToBeIM ¢ailyiom

CraTuCcTHKa IOKyMeHTa Windows/Linux Hanuyue CcTpokM COCTOSIHMS, B KOTOPOM
OTpaKaroTCsl: MHPOPMAILIMOHHOe 110JIe, HOMep
cianaa, CTUJIb CTpaHUIIBL, IIPOLIEHT
MaciITabrupoBaHUs

[TeyaTh 1OKyMeHTa Windows/Linux [TonnepxuBaeMble BO3MOXHOCTH:
1evaTh CIaiJI0B;
BBIBOJl Ha IeyaTb HEOIPAaHWYEHHOI'O YHCIIa
KOIIMI JJIOKYMEeHTa;
1evyaTb BCeX CTpaHMI] JOKYMeHTa, Juara3oHa
CTpaHMII, BbIJIeJIEHHOT'O ¢dparmeHra,
HECKOJIbKMX CTPAHHUI] Ha OJHOM JIUCTE;
JIBYCTOPOHHSIS IIeyaTh;
1evaTh B BUJie OPOIIIOPEI

3.4 OcHoBHbIe pynkiun «MoiOduc CrtangapTabiii» I1o9TOBBINH KIHEHT

IInardopma PDyHKIHOHAILHBIE 0CO0EHHOCTH
Iloura

YcraHoBka 1 06HOBJIeHUE Windows/Linux [Tonnep>xrBaemMble BOBMOXXHOCTH:
aBTOMaTHyecKasi HACTPOMKA MOJKJII0UeHUs
IIOYTOBOTO KJIMEHTa;
OOHOBJIeHWe TIPWIOXKEHUs 4epe3 cepBep
OOHOBJIEHUM

S3bIKOBas mogepXxKa Windows/Linux Jlokanu3anuss Ha PYCCKMM, aHITIMHCKUH,

(paHITy3CKMHA, UCIAHCKUKA M TOPTYTAJIbCKUAMN
SI3BbIKU
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[Tognep:xuBaeMble BO3MOKHOCTH:
aBTOpHU3AlMsI C TIOMOINBIO YYETHOM 3arucu
MoitOduwuc;

MOJIJIEPXKKA KJIABUATYPHBIX KOMAHJI B OKHe
aBTOPH3AIUN

YuetHble 3anucu

Windows/Linux

[TonnepxuBaemMble BO3MOXKHOCTH:

HaCTPOWKM OCHOBHOI'O M JIOIIOJIHUTEJIbHBIX
3JIEKTPOHHBIX afJPeCOB /IJIsl TOUYTOBBIX SIIIIUKOB;
MIOIKJIIOYEHMe BHEIIHUX YYeTHBIX 3alucen
nosib3oBaressi 1o nporokony IMAP  u
OIHOBpeMeHHass paboTa B  HECKOJIbKHX
MIOYTOBBIX SIIUKAX;

MOJIKJIIOUeHHe yYeTHbIX 3amucedt Mail.ru,
Yandex, Outlook.com, iCloud npu mnomomu
pPy4HOH HACTPOUKU rapameTpoB
MIOJIKJIIOYEHUS;

V3MeHeHVe HaCTPOWKH Y4eTHOU 3allvCH;
COXpaHeHVe HacTpoek MpouIIsl 10/Ib30BaTes
(moAnuCh, METKK) U TTOYTOBBIX GUIIHLTPOB IIPU
BBIXOJIe U3 CUCTeMbl U UX aBTOMaTU4ecKasi
3arpyska Ipy Cjie[lyIolllell aBTOPU3alnY;
MOJIJIep>KKa [TOYTOBBIX a/IpecoB, COJIepPrKaIIUX
KUPWIIMYEeCKHe CUMBOJIBI

[IpaBa nocryrma

Windows/Linux

HeHeFHpOBaHI/Ie IIOYTOBOIo dIIMKa MW ero
I1aIIOK

Pabora co crickamu mucem

Windows/Linux

[TonnepxuBaemMble BOBMOXKHOCTH:

IIPOCMOTP CIHCKA ITUCeM;

otobpaxkeHre MHpopManuu 06 OTHpaBUTelIe,
TEeMBI, 1aThl U (JIaroB MMUCbMa;

IIOMeTKU TPYIIbl 3JIeKTPOHHBIX COOOIIeHUH
KaTeropusMM C  IIOMETKOW  IIBeTOBBIMH
MapKepaMH, C BO3MOXXHOCTbIO OIIpeJlelleHHUs]
KaTeropui 1ojib30BaTesiem;

IIOMeTKH TPYyNIbl 3JIeKTPOHHBIX COOOIIeHUN
KaK «BXHOE)» U «He BAKHOE), KIIPOYUTAHHOEe»
Y «HEIPOYMTAHHOeY;

nepeMellieHle 3JIeKTPOHHBIX COOOIIeHuH |
IPyOn  3JIeKTPOHHBIX COOOIIEHUH MexXIy
nankamu: Cram, Kop3uHa ¥ mpousBosibHas
anKa;

BbIOOp HECKOJIbKMX IIMCeM U BBIIIOJHEeHHe
C HUMM JIeMCTBUN OJTHOBPEMEHHO;

HAaCTPOMKA, BKJIIOYEHWe U  BBIKJIIOUEHHe
aBTOMATUYeCKOTO OTBeTa Ha BCe BXOJSIINe
IIMCHMa;

aBTOMaTH4YeCKOe apXUBUPOBaHMWe COOOIIeHUi
1o VICTe4YeHN! OIlpeieJIeHHOTO
YCTaHOBJIEHHOTI'O BPeMeHH;
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oToOpa’keHWe W300paKeHU TI0JIb30BaTeIel
(aBaTapoB) B CITMCKe MHCEM

Pabora ¢ mankamu u dainamu

Windows/Linux

[TonnepxuBaeMble BO3MOXXHOCTH:

MIPOCMOTP MAaMNoK (KaTajiora IOJb30BaTesis) B
YUYeTHOU 3allUCH 3JIEKTPOHHOM IIOYTHI;
CO3[aHue, IleperMeHOBaHue, yaajleHue MarokK
Y [IOJIIIAIIOK;

MOMCK U 0TOOpakeHre CUCTEeMHBIX MalloK;
CUHXPOHM3AIMs NAallOK MeXy IPUIOKeHUeM
¥ CepBepoM IIpH BbI30Be KOMaH/IbI «Ilomyunuts
COOOIIICHUA

Pabora c nrcemamu

Windows/Linux

[Tonnep:krBaeMbie BO3MOXHOCTH:

MIPOCMOTP TOJyYeHHBbIX WJIA OTIPaBJIeHHBIX
3JIEKTPOHHBIX COOOIIeHUH;

MoJTy4yeHue u OTKpBITHE (3arpy3ska)
MIOJTyYEHHOTO WM OTIIPaBJIEHHOT'O
3JIEKTPOHHOT'O COODIIIEeHHS;

Cco37aHMe | OTIpPaBKAa TEKCTOBOTO ITHMChMaA
C TEMOU U TeKCTOM;

nobaBiieHue BJIOXKEHUH (daitnos) K
3JIEKTPOHHOMY COOOIIeHHIO;

yaaieHve  BioxeHud  (dailyioB),  paHee
T00aBJIeHHBIX B 3JIEKTPOHHOE COOOITIeHHe;
BCTaBKa KApTMHOK B TeJ0 NHCbMA (He Kak
BJIOJKEHHE);

coXpaHeHue pelaKTUPyeMoro IHMCbMa B
KauecTBe YepHOBHUKa;

BBOJ azipecoB 3JIeKTPOHHOU IIOYTHI
noJtydartesieid (BKJIIOYasi KOIHIO U CKPBITYIO
KOIIMIO) MChbMa C oTpaxkeHneM ux ®HO;
BLIOOD aJpecoB  Tmosiydaresiedl  (BKJIIOYast
KOIUIO W CKPBITYI0 KOMHIO) TMHChbMa U3
I00aJIbHOM WM JIMYHOM aJpecHOW KHUTU
MOJIb30BaTeIS;

OTIIpaBKa MTOYTOBBIX CoO0bIIIeHN C
BJIOXKEHUSIMU B BHUJIe JIOKYMEHTOB WU
MTOYTOBBIX COOBITIEHUI;

Mepechlyika  3JIEKTPOHHOTO  COODIIeHUs C
[UTUPOBAHUEM  MCXOJIHOTO  3JIEKTPOHHOTO
COOOIIIeHUS U BIIOXKEHUSIMU;

CO3J/IaHKe OTBeTa OTIIPAaBUTEITIO U BCEM JAPYTHUM
MoJTy4yaTessiM  3JIEKTPOHHOTO  COODIIEeHUs C
IUTUPOBAHUEM UCXOJIHOTO MUChMA;

OTIIpaBKa COOOIIeHUs TpyIIilie MoJib3oBaTelen
(pacchuikm);

OTIIpaBKa COOOITIeHU ! oT JIPyroro
10JIb30BaTes;
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OTCpOYeHHasi OTIIpaBKa COOOIIeHUs] WU BCeX
COO0D01IIeHUH C yKa3aHWeM JaThl;
Mpe/IoCTaBlieHne OTYeTOB O CTaTyce MHCeM
(mocraBke UM HeJIOCTaBKe) OT I10JIb30BaTeslen
BHEIITHUX I[IOYTOBBIX CHUCTeM IIpH YCJIOBUU
MOAJIepXXKA  JTAaHHOTO  QYHKIMOHAla  CO
CTOPOHBI BHeIlIHe! CUCTeMBI;

MIOMeTKa OT/IeJIbHBIX 3JIeKTPOHHBIX
COOOITIIeHUH  KaTeropusiMd C  [OMEeTKOU
I[BETOBBIMA MapKepaMH, C BO3MOXXHOCTBIO
orpejieJieHUs] KaTerOpUii MoJIb30BaTesieM;
IIOMeTKa OT/IeJIbHbIX 3JIeKTPOHHBIX
COODIIEHUIN KaK «BAXXHOE» U «He BaXKHOEe»,
«IIPOYUTAHHOE» U «HEIIPOYUTAaHHOEeY;
HACTpOMKa OTOOpaXKeHUsl MHCeM IOYTOBOTO
sIMKa B BUzle becen;

dbopmupoBaHUe TeKCTa aBTOOTBETa
I10JIb30BaTesIeM;

IIPOCMOTP IeOYKH COOOIIEeHUH;
nepeMellieHre TMCbMa B BBIOpaHHYIO MAIKY;
BCTaBKa B II0JIe KOMY/KOIIMS CIIMCKa email,
pasfiesIeHHbIX 3alITON WK IpobesioMm;
MacCcoBOe KOMMPOBaHUe U3 MOJIsl KOMY/KOTIHSI;
nepeMelrieHle aJIpecaToB MeXy MOJISIMU;
oToOpakeHHe B pasnene UWHPOpPMAIMKU O
110JIb30BaTesie, JIOCTYIIHOM IIPU CO3JIaHWU U
MpOCMOTpe mucbMa, ¢potorpaduii (aBaTapos),
3aJlaHHBIX B ccTeMe butpukc24;

MOJIJIep>KKa JAHHBIX, 3aJJaHHBIX Yepe3 CUCTEMY
butpukc24:  ¢dotorpadust  mosb3oBaTeNs
(aBarap), JOKHOCTH U TOPO]I TIOJIb30BaTeel;
oTobpakeHHe JTOJDKHOCTH U JINYHOTO HOMepa
TeredoHA IOJIb30BATENISI BO BCIUIBIBAIOIIEH
IIO/ICKa3Ke C JIONIOIHUTEJIbHOM MH(pOpMaIuen;
MOJITIePKKa doTorpadpun OTIIpaBUTEJIS
(aBaTapoB) 11 aBTOMATUYeCKUX ITHCEM,
OTIpaBJieHHbIX cUcTeMaMmu Atlassian Jira u
Atlassian Confluence;

OT3bIB OTIIPABJIEHHOTO MHCbMO Y BCEX WU
olipeieJieHHBIX MOJTy4aTesiel MUChbMa;
yBeZIOMJIeHe O pe3ysibTaTe BbLITIOJTHEHUS
OTiepallvy 1o OT3bIBY MUCHhMa;

BO3MOXXHOCTb OTO3BaTh OTIIPaBJIeHHOE MTHCHEMO
Y CKPBITBIX MOJTydaTesiel mMcbMa

dopmatrpoBaHue
HCbMa

TeKCTa

Windows/Linux

[MonnepxuBaemMbie BO3MOXKHOCTH:
dbopMaTHpOBaHUE TeKCTa IPU CO3IAHUU U
pPelaKTUPOBAHUU 3JIeKTPOHHOTO COOOIIIEHHS;
BBIOOp dopmara ab3aria;
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BBIOOp 1IpH(Ta, pa3Mepa U 1BeTa mpudTa;
BbIJIeJIeHHe TeKCTa IMOTY>KUPHBIM, KypPCHUBOM,
MOYepKUBaHUEM;
BbIDaBHMBAaHMUe TeKCTa: I10 JIeBOMY Kparo, IO
LIeHTPY, 110 TPaBOMY Kparo, 10 IUPUHE;
nobaBiieHUe U yhajieHre OTCTYTIOB;
nobaBieHWe U yAalieHWe  MapKUPOBAaHHBIX
Y HyMEepOBAHHBIX CIIMCKOB

[Tommeprkka COOBITUN 1 | Windows/Linux [Tonnmep:kuBaeMbie BO3MOXKHOCTH:

BCTpeY MIPOCMOTP JieTajiel COObITHS UJTU BCTPeUH;
MO IeP>KKa OMITMK OTBETUTDb Ha MPUTJIAllleHUe
W3 IICHMa;
TJTAHUPOBIIMUK COOBITUH;
crierMajbHas HWHIWKAIUS [JI1 PecypcoB B
CIIMCKe YYaCTHUKOB COOBITHN;
yBeJIOMJIeHUsI 00 U3MeHeHUM COObITUS C
nogpobHo uWHpopMarMeld O BHECEeHHBbIX
W3MEHEeHMSIX;
YBeJJOMJIEHUSI O HeJOCTYyIHOCTU pecypca C
vHpopMalen 0] nare, BpPEMeHU u
OpraHU3aTOpe BCTPEYHOI'0 COOBITHS;
BO3MOXHOCTb He YBeJIOMJISITb Y4YaCTHUKOB
COOBITHS O CO3JITaHUM COOBITHS M O BHECEHHBIX
B HEro U3MeHeHUSIX;
BO3MOXKHOCTb OpraHU3aTOPYy OTKAa3aTbCsl OT
MoJlyyeHus:  yBefIoMJieHU 006  OTBeTax
Nojb30BaTejied  Ha  IpUIVIAllleHWsl  Ha
CO3JaHHOe UM COOBITHE;
yBeJJOMJIeHHUe O MPeBbIIIIeHUH MaKCUMaJIbHOTO
pasMepa BIIO>KeHHs K COOBITHIO;
yBeJloMileHMUe 00 OTMeHe OOHOTO U3
MTOBTOPSIOIIUXCS] COOBITHH;
MO/I/IepKKa BJIOJKeHUH K COOBITHIO,
OTIIpaBJIeHHbIX B dopMaTe CChUIKA Ha aii,
xpassmumics B cucteMe MounOdwuc;
yBeJIOMJIeHHe O HOBOM BJIOXKEHHUHU K COOBITHIO;
KHONKM i1 ObICTpOro  OTBeTa  HaA
[IpUIJIallleHye Ha COObITHe;
yBeJlOMJIeHUe O CTraTyce OTBeTa Ha
npuranleHye Ha cobbite MonOduc

[Tonnepxxka noanucu Windows/Linux Hacrpoiika mnosib3oBaTesieM aBTOMaTU4YeCKOU
MOJIITUCH COO0IIIeHHs C KapTUHKOM,
no0aB/IIeMoi B TejIo COOOIIeHU

[IpaBumna BxosIen o4Thl Windows/Linux [TonnepxuBaeMble BO3MOXHOCTH:

aBTOMaTryeckass 06paboTKa BXOJAIIUX MTHCEM
COIJIACHO HAaCTPOEeHHBIM IpaBUJIaM
MI0JIb30BaTeNIsl 10 NepeMellleHUI0, yIaJleHuIo,
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IInardopma

dyHKIMOHAIBHBIE 0CO0EHHOCTH
MepeHaripaBjIeHuIo, nepeajipecariu
MPUHSTOTO TTUCHhMa;
HaCTpOMKa W  yIOpaBlieHWe CepBepHbIMU
MIpaBWJIaMU

[IpoBepka
opdorpadpun/myHKTyanuu

Windows/Linux

[IpoBepka opdorpadpum HarmMCaHHOTO MUCbMA
JIUIs1 PYCCKOT'O Y @QHTJIMMCKOTO I3bIKOB

ITouck

Windows/Linux

[Tonnmep:kuBaeMbie BO3MOXKHOCTH:
MTOMCK 10 KOPIIOPAaTUBHOM afIpeCHOM KHUTe;
MTOMCK 3JIEKTPOHHBIX COODIIEHUH;
3aJlaHKe pa3JInYHbIX KPUTEepPHeB ISl TIOWCKa

[leyaTh TOKyMeHTa

Windows/Linux

[TeyaTh 351eKTPOHHOTO COOOIIEHUS

KouTakTn!

YcraHoBka 1 0OHOBJIeHHE

Windows/Linux

ObHoBNIeHWe TIpUJIOXKEHUs] 4epe3 cepBep
0OHOBJIEHUH

[Topnep>xka ajpeCHbIX KHUT

Windows/Linux

[Topnep>xuBaeMble BO3MOXXHOCTH:

OTIpaBKa COOOIIEHWM KOHTAaKTaM U3 aJIpeCHOMU
KHUTY;

OTIIPaBKa COOOIIEHUH 110 CIIUCKY PaCChUIOK

Pabora co cnruckoM KOHTaKTOB

Windows/Linux

[Topnep>xuBaeMble BO3MOXXHOCTH:

IIPOCMOTP CIIMCKA KOHTAaKTOB KOPIIOPaTUBHOU
Y JINYHOU aZ[peCHOU KHUTIH;

oToOpakeHHe KapTOYKU KOHTAaKTa
KOPIIOPaTUBHOM U JIMYHOM aJ[peCHON KHUTH;
CO3[laHMe U PpelaKTUpOBaHMe KapTOYKHU
KOHTAKTa JIMYHOU aJIpeCHOM KHUTH

Pabota co criickoM pacchuiok

Windows/Linux

HOI[I[EP)KI/IBaEMBIe BO3MOXXHOCTH.

CO31aHHe n pedakKThupoBaHue CITMCKa
PACCBIIIOK;

)1068BJI€HI/IE KOHTAKTOB B CITMCOK PACCBIJIKH;
YAajieHre CIIMCKOB PdCCBIJIKH

[Touck

Windows/Linux

[TonnepxuBaemMble BOBMOXKHOCTH:

TIOUCK T10 JINYHOU aJIpeCHOU KHUTE;

IIOMCK 110 KOHTAKTaM U CIIMUCKaM PacChUIOK;
MIOMCK aJIpecaToB IO CIIUCKY KOHTakToB GAL
Exchange s yuetnsix 3anuceit Exchange

Kanenpaps

YcraHoBka ¥ 0OHOBJIeHHE

Windows/Linux

OO6HOBIIEHHE TIPWIOXKEHWsSI Yepe3 CepBep
OOHOBJICHUH

Hacrpoiika kaneHaaps

Windows/Linux

[Tonnep:xrBaeMble BO3MOXHOCTH:

IIPOCMOTP KaJleHJlapeu: B JTHEeBHOM,
HeJleJIbHOM M MeCSYHOM BHUJE;

CO3JlaHWe HW OTKJIIYeHMe JOIIOJIHUTEeJIbHBIX
KaJleHapei;

CKPBITHE COOBITHI TOTO UJTM UHOTO KaJleH 1apsi;
HaBUTranus 110 BpeMeHU BHYTpU KajleH1aps;
nojep>kKKka MUHU-KalleHAaps i ObICTPhIX
[1epexoJioB 110 J1aTaM;
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PyHKIUA IInardopma dyHKIMOHAIBHBIE 0CO0EHHOCTH

pellakTUpPOBaHWe HAaCTPOeK IIOAK/II0YeHHOI0
KaJleHJapsi

Pabora c kanenmapem Windows/Linux [TopnepxruBaeMble BO3MOXXHOCTH:
pelaKTUpOBaHUe KaleHapei;
V3MeHeHNe Ha3BaHUs KaJjleHlaps;
BBIOOp IIBeTa KajeHAapsi U COOBITHH;
MoJIJTepKKa n300pakeHUH (aBaTapoB)
H0JIb30BaTeJel;
HOJ|lep>KKa KasleHAape ¢ oOIIKMM JIOCTYIIOM,
IPeJIOCTaB/IeHHBIM ~ BCEM  I0JIb30BaTeJIsIM
OpraHu3aIuu

[Tonnepxka  cobertuit  u | Windows/Linux [TonnepxuBaeMble BO3MOXXHOCTHU:

BCTpeY

IIPOCMOTP COOBITHM B KaJIeHIAPsX;

CO3/1aHHe, peJIaKTUPOBaHKe U y/laJleHre HOBBIX
COOBITHM U BCTpeY;

YKHBBHI/IE TeéMBbI CO6bITI/I$I, MecCTa, BpeMeHI/I;
nojiep>kka GyHkivu «Ha Bech eHby;
JobaBjieHYe 3aMeTOK;

CO3/IaHHMe  TIOBTODPSIIOIIMXCSL ~ COOBITHH M
HAIIOMUWHAHUW O COOBITUM, BCTpeYe;
MIPUTJIAIIIEHHUe YYaCTHUKOB Ha COOBITHE W UX
yBeIoOMJIeHHe;

nobaByieHHe yYaCTHHUKA B COOBITHE;
M3MeHeHHe CTaTyCOB YY9aCTHUKOB:
00s13aTeNTbHBIN ¥ He0bs3aTeNIbHbINA YYaCTHUK;
OTBEeTHhI Ha HpI/IFJIaIHEHI/Ie;

MpUKpeIrieHrue GailoB K COOBITHI0O M HX
yiaJeHue;

HAallOMMHAHWE O COOBITHH, KOTOPOE MOXXHO
OTJIOXKUTD, HperaTI/ITb, OTKJ/ITFOUUTH;,
WHCTPYMEHT TUIAHUPOBAHUS C OTOOpakeHHeM
3aHATOCTH  y4YaCTHUKA  COOpaHus WA
COBeIlIaHUsl TIPU BBIOOpE TIOJIB30BATENS, C
oToOpakeHWeM  KajleHJapHoro  rpadwuka
3aHATOCTH I10JIb30BATEJIS;

MepeHoC W OTMeHa  COBellaHWd  C
yBEJIOMJIEHHEM yYaCTHUKOB;

OpoHUpOBaHMe I1eperoBOPHbIX KOMHAT U
pecypcoB;

nobaBJieHue BIIOXKeHUH K BCTpeue;

BLIOOp  KaJlleHAapsi, B  KOTOpBIA  Oyzer
JI00aBJIeHO COOLITHE;

BO3MOXKHOCTh 3allOMHUThH BBIOOp KasleHaaps
10 YMOJTYaHUIO, B KOTOPBIM OyneT 1obaBieHo
coOBITHE TTPU OTBETE Ha HETO;

BO3MOXXHOCTb OTKAa3aThCS OT YBEJOMJIEHHH C
OTBeTaMH Ha COOBITHE JJIsl YUYeTHBIX 3aruceit
JIPYTHX CePBHUCOB
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4. BXO/JHBIE ! BBIXOJIHBIE TAHHBIE

4.1 Bxopgnsnie gannsbie 110 «MoitOduc» TekcToBbIil pegakTop

BxomabeiMu manabivu 110 «MoitOducy» TekcToBbIM pefakTop SIBISIOTCS:
- TeKCTOBBIN JIOKYMeHT (daiyibl ¢ pacimpeHueM txt);
- TEKCTOBBIM JIOKYMEHT B COOTBETCTBHMU cO craHmaptoM ECMA-376 (dainsr c
pacimmpenvieM docx);
—  TEeKCTOBBbIM J[IOKYMEHT B COOTBETCTBHH OTKPBITBIM ¢GOpMaTOM [IOKYMEHTOB [IJIs
0bUCHBIX MPUIOXKeHNH (balyibl ¢ pacimpenreM odt);
—  TEeKCTOBBbIM [IOKyMEHT B COOTBETCTBHMU C BHYTPEHHHUM pacIlllMpeHHeM OTKPBLITOTO

¢dbopmara JOKyMeHTOB Jijisi 0QHCHBIX TIPUJIOXKeHuH (aiibl ¢ pacipeHyem xodt).
4.2 Brixopusie nannbie I10 «MoitO¢guc» TekcToBbINH perakTop
Boixonubimu ganabiMu 110 «MoitOducy TekcToBbIN pelakTop SIBJISIFOTCS:

- TEeKCTOBBIM JIOKYMEHT B COOTBeTCTBMU cO craHjpaptoMm ECMA-376 (dainbsl ¢
pacimpenvieM docx);

—  TeKCTOBBIA JIOKYMEHT B COOTBETCTBUU C OTKPBITBIM (GOPMATOM IOKYMEHTOB ISl
opUCHBIX pUIoXkeHUH (daiiibl ¢ pacmyperHreM odt);

—  TeKCTOBBIA JOKYMEHT B COOTBETCTBUM C BHYTPEHHHUM PAaCIIMPEHHEM OTKPBITOTO

dopmaTa I0OKyMeHTOB Jijisl OPUCHBIX TTpUIoXeHuH (daiibl ¢ paciivpeHreM xodt).

4.3  Bxogusrie manabie I10 «MoitO¢uc» PemakTop Tabdsmmig
Bxonubivu anabeiMu [10 «MortOducy Penaktop Tabmuly SIBISIOTCS:

—  TeKCTOBBIY JJOKYMEHT JJIsl IIpe/iCTaB/IeH s TaOJIMYHBIX IaHHBIX B cOOTBeTCTBUM ¢ RFC
4180 (daribl C pacIIMpeHUEM CSV);

— IOKYMEHT JUIsl TIpeJICTaBJleH!sl TabJuI] B COOTBETCTBUU cO ctaHmaproM ECMA-376
(daiunbl ¢ pacipenueMm xlIsx);

—  JIOKyMeHT [yis TpefCTaBjeHHs TabJUI] B COOTBETCTBUM OTKPHITHIM ¢$OpPMATOM
JIOKYMEHTOB /J1s1 OQUCHBIX PUJIOXKeHUH (pailuibl ¢ pacimpenrem ods);

—  JIOKYMeHT JyIs IIpe/icTaBjieHus TabJIuIl B COOTBETCTBUN C BHYTPEHHUM paclIMpeHueM
OTKpPBITOrO0 opmaTa JOKYMEHTOB IJi1 OQUCHBIX IPUIIOKeHUH (paliibl C pacmivpeHueM

x0ds).
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4.4 Brixogusie mannbie I10 «MoiitO¢uc» PemakTop Tadsmuig
Breixogubimu gaaabsivu [10 «MoitOducy PemakTop Tabmuil sBIisirOTCS:

- TOKYMEHT Il TIpeJICTaBJIeHHsl TabJIuI] B COOTBETCTBUU cO cTtaHmapToM ECMA-376
(daitnibl ¢ pacimperueM xIsx);

- INOKYMEHT [JIsi TIpefiCTaBiieHus TaO/IMIl B COOTBETCTBUM OTKPBITBIM (GOpMaToM
IIOKYMEeHTOB 1711 OPpUCHBIX MTpUioxkeHU! (aiiibl ¢ paciiupenreM ods);

- JOKYMEHT JJIsl peiCTaBIeH sl TaOJIUIl B COOTBETCTBUM C BHYTPEHHUM pacIlIupeHrueM
OTKpbITOrO0 ¢popmaTa JJOKYMEeHTOB Jis OUCHBIX NPUiioXKkeHUM (¢aiyibl C paciivpeHreM

xo0ds).
4.5 Bxogusie nannsie I10 «MoitO¢uc» Iloura
BxogubiMu anabiMu [10 «MoiOducy [louta sBasitoTcs:

- naHHble 10 npotokoity IMAP B ¢opmare MIME TekcToBBIX COODIIEHUI C

koaupoBko# utf-8, windows-1251, KOI8-R.
4.6 Brixopusie nanusbie 110 «MoitO¢uc» Iloura
Boixonubimu ganaeiMu [10 «MoitOducy [lodra sBisitoTcst:

- nanHele 1o nportokony SMTP B ¢opmare MIME TekcToBBIX COO0OIIEHHH C
KoaupoBKoH utf-8;
- nanHele 1o nporokoiry IMAP B ¢opmate MIME TekcToBbIX cOOOIIeHUH C

kogupoBko# utf-8, windows-1251, KOI8-R.
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JINCT PETUCTPAIIY U3SMEHEHUU
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